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FOREWORD * . • ' - \ 



This publication, developed by staff in Conimunity^ riii;h 
School District 88, Villa Fark, 111,, waa sup$>ortect, in part, Ly 
a b,S. Office of Education grant to document the experience of 
Conununity ifigh Sch'ool District 88 ix) iuplementing ' Financ^ial 
Accounting Classifications and Standarxi Terminology ';for Local an^ 
State School Systems , State Educational Records and Reports Series; 
Kaindbook II, Revised. , * ' / 

Harvdbook II, Revised, a Ilatiorlal Center for Education. 
Statistics publication (1371), presents defined iteirs and tefmb' 
classified in 'categories for usje in school finance accounting * 
.systems. This- published accouft!t, describes its implementation . ^ 

based on computer equipinent to meet finahcpN accounting and 
managemtent needs in one schoal system, namely. Community hifh ' 
School District 88. • . • 

It is likely that this cocunantation v/ill be helpful 'to 
other school systems that v;ill Le implementing Handbook II, Revised, 
through the use of computers. . ^ 

In no way, implied or pthervrise, is this product to be 
construed as^n* official endorsement of any computer softvjare, 
hardware , dr contractor. v - . 

' ** * 

'♦Ab.salom Simms, Director Allien R. Lichtenberger, Chief 

Di\^isic5n of Intex'governmental » Educational Data Standards 

Statistics , • ^ * Branch 
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. PlffiFACE ; . ^ ' 

This manual represents thfe culmina^tion of two years of 

effort on the part of the District 88 staff to improve our, ability 

to manage and control the resources involved in the deliv^y.of 

educational services to our constituencies; namely, the public arid. 

Qur students. This project its hut one of many innovative programs 

in which bur District takes' pride. It is indicative of our continual 

efforts to operate the educational enterprise in a 'resppnsible and . 

creative *jnanner. We do not accept the status quo as an unsurmpuntjibl 

barrier, but ratjiqjr as a departure point for achievin^neW plateaus , 

' f % , ■ , • * • 

of educational management!. . * ^ . . - 

For exainple: . ^ ; ^ . 

-When we experienced tremendous enrol Iro^Jit growth 
'during the past ten years and our facilities were 
taxed to thb limit, <)iStrict 88 met <1the problem^ 
with what las bedoAe krfo'wn as the "88 Plan," a/* -, * , • 
system involving staggered jshift scheduling and • t 

modified open 'campus concepts.' " 

-When pur students, and other constituencies be;cafne 
. concerned about the relevancy of oar curriculum $ind 
teaching methodologies, we introduced such concepts 
, as resource centers, team te^iching, individualized ; 
instruction and electronic media. y - 

-When it was apparent that career seiection, includ- 
ing possible pursuit of post-secondary ediicatiQn, 
was a concern of bur stude^nts, and other constitu- ' "\ 
encies, we devieipped and implemented the CVIS systeru 
which is^ah on-lihe integrated iijformation system de- 
' signed axrbund career opppttunit^^es and customized to^. 
^ a' particular student's capability 

-When accountability and self-fenewal became the hall- 
mark of the educ^tibn^al establishment^ District 88 
embarked on the development of management .program . 

' throughout the District which has included our being 
one of six.diatricts in Illinois topilot the imple- 
mentation of the 'Illinois Program Accountarjg System, 
^ based uppn Handbbo^f II . 



We feel that this project has helped tremendously in ^ 
identifying better methods and concepts for operating our District, 
It is our intent to continue these efforts in the future, not 
directed toward Utopian levels of bperation> but certainly at 
optimal le\(els of operation. 

The development of this system has been a district-^wide 
activity and all who participated are to be commended. Mr. Robert 
Lopatka^ Assistant Business Manager of our District, was designated 
as project director for the implementation of the ^system. He had 
"the ful^ support of the entire administration, including the Board 
of Education, and specifically Dr. DaV^ic? Xoch, Assistant S"uperr;lr 
teh^ent and Mr. Jack Mopts, Business Manager. * ' , 

•Robert. Davis Associate's,, "inc. (RDA),of Atlanta, Georgia, 
whd^ ^ ass icS teid' us in the design and implementation of the system^ alafo 
helped in the preparation. Af the documentation- included in this' 

'\ • ^ 

manual. 



, * John R. Thorsbn 

♦ * ' * Superintendent 

November, 1973. ^ 
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' . CHAPTER I ^ 

COMMUNITY HIGH SCHOOL DISTRICT 88 ( . ^ 

' ft' 

DU PAGErOONTY, ILLINOIS . , 

District 88 is located in a near west suburb of iShicagOir ^ 

^ . > • ^ ' 

Illinois, in prosperous Du Pagfe County. It is a Hi^h school 

district with an enrollment in the 1973-74 8c^lobi i'ear of. 
approximately '9,900 students. . We 'presently opferate three 
separate facilities (YorJc, W,illowbrook, an<! Addison Trail 
High Schools) with a fourth site reserved: for future expansion 
as required. District 88 serves five feeder eleirshtary 
districts whose corobinSd enrollments in the 1973-74' school 
year, approximates .17,000 students. » ^ 

The District's boundaries encompass approximately 32 square 
iailes in Du Page County with^-an assessed valuation of over , 
$602,000,000,, or $60',800.per enrolled student. Our presei{t *^ 
tax levying power is $1,8^1. and our average expenditure per 

students during' 1973-74 is $1500.00. 

\ . ' ' ' - - 

The inherent philosophy of our"' Board and Administration 

toward management of our system is- characteristic of a highly 

decentralised bpexfation at each school location, with broad 

participation by, the administrators from each location in 

.district-wide foirmulation of- policy, goals, objectives and 

■ procedures i '^his participative management, approach ia 

exercised thtoug'h the SAC (Superintendent Advisory- Council) 

which meets, weekly to review" and revise the goals, objectives' 

and directipjis of -the District, , * . . / 



•^.* 4 "ithin the.p'a^t two Veafs, we have impleinent6*d the organ- 
i«at4ooal' reconm^ndations contained ■ in a rtanligement study 
,cpnduct*d by an ou^ide consjulting firm. The present 
alignments of authority «nd responsibiiity Irelationships ,are 

' contained in .the charts on pp. 4' and- 5 of ^this section. ' 
, Our curricul-um i^jrograms cover a ' broad spectrum ranging 
f»om..highly ^nno^fatjve academic transfer! programs td terminal 
caxv'ser development programs . For example / We have successfully 

. -.developed i'nhovStive techniques such as; . • v 

, ^ ' . . Cbnt^cact Learning , " . ' 

" . - . Team Teaching ' • 

' . . . * Individualized Instruction " ■ 

. Video instruction \ ~ } 

, .Computer'. Ass-is ted Instruction . • / 

which have been incorporated routinely into our 'curriculum. / 

Additionally; even though our ''Distrifjt experiences a 
relatively high rate of Oolleg'e matriculation by? pur. graduating' 
students, we have established/ and maintained a s^ibstantial 
commitment to career development programs. For example, we 
operate approximately fifteen to seventeen cooperative-work ' 
programs for our students iifmany areas,, including unusual 
program areas s'uch as Dental Assistants and Cosmetology. 

District 88, in cooperation with .the Illinois Division of » 
Vocational jand Technical Education, designed and developed 
the highly successful CVIS Program' (Coihputeri zed Vocational 
Information System) . CVIS is an; on-line inquiry system which 
assists our students in identifying career opportunities con- " 
sistent with their personal goals and their^established , 
achievement levels, )' ^ , 



We have etnba»ked on a new project, which •s to develop 

• f « • • ■ 

PPBES capability within* our 'Di4;ferict. For the'past two years, 

- ' f . • , " . . ' • , * • • ' ' 

*we 'have, been in the process of establishing .an MBgf ) , 

V •. > , ... • ^ ' ; ■ • ' 

-methodology which Cis consistent with our decjentralized ' , 
management" phi lo8oph^> Jbut' *TO<5re: 1^ wiir*becon\e th^ " ^ 

foundation of > the. PFBES. . * " . ' * ^ 

We feel that *,he^expansioh of our MBO mtthodplogy* the 
development of the PP^ES sj^stem, -and the 'est.ablishment of 6ur\" 
Program Accounting s.xst'«ti (Revised' hI^II) 'tJiil* provide us \fith 
•the efffective tools. we need to manage the resources bf District 
88 in a mucK more enlightened •inanrier* > * » • 
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CHAPTER II • . • 

PESCRIPTION-OF PREVIOUS ACCOUNTING SYSTEM 

^ - r ^ y ^ ' . ^ , 

Our -previous accounting system wa$ structured in 
^ accordance with' the Aiost receipt Vigsion of the lilindis 
Financial J^ccouhtfng IJpual. This manual was adopted from 
the original Hkndboolc^, and hacl undergone several revisions 
•as time, changed, atfd the ireporti«g and ' recording requirements 
of S9hoor:^istric:^s and^OSPI changed. Staff members from 

district participated in the on-going development of the' 
. Illinois mSnUal^ bver the years* \ 

For several years , we have recognized the need to -maintain 
expenditure accounting records by facility and department, 
which.was used primarily 'for comparative, cost analysis and 
budget preparation purposes. However, we only included 
supplies, travel maintenance and capital outlay classifica- 
tions in these analyses.^ ^ 

Our system was essentially one of modified cash basis 
accounting. That is to say, we did not recognize receivables 
and payables at the time of their occurrence, but' did maintain 

an encui#yi:ance accounting sub-system of all purchase orders 

■ / • ■ 

issued, essehtially for budgetary control purposes. ' 

, We have maintained an IBM 402 Accounting Machine System for 
bur business office operations for the past ten years. 

In ^he following we briefly describe the highlights of our 
previous accounting system. 



Automation 

For the past several years we have utilized the computer 

facilities of The College of DuPage (COD) , a state supported 

community college. For the most part, the college's 

computer center has provided the following support: 

. Processed our payroll/personnel sub^system 

. Prepared our student schedules and grade reports^ 

. Maintained afi on-line inquiry System CIVS (Cbm- 
puterized ^cational Information System) 

/ 

With the iiitplementation of Revised Handbook II, we have 
increased our usage of thjLs facility by adding the budgetary 
accounting and accounts payable sub-systems. 

* * 

The IBM 402 system will be phased out of our District's 
operation in the very near future. 

Payroll/Personnel Sub-System^ ^ v 

Our payroll/personnel sub-system which was designed by the 
COD is a fairly sophisticated application which includes the 
creation and mainten^ince of combined profile, payroll dis- 
tribution (up to six separate account distributions) for 

e 

each employee,' however, it did not include dist'ribution of 

* » 

Board paid emji'loyee benefits. / , 

Als^;/^ecause of . the structur^'' of our previous account* 
ni^er jx^ern^ could not obtain direct departmental (program) 
costs for pur salaries and employee benefits 



Budgetary Accounti ng & Accounts Payable 

''As stated earlier, we have maintained an IBM 402 machine 
in .our business office for over a decade. In recent years 
it has been used primarily for genera^ ledger and accounts 
payable accounting, aft4r the payroll jirocess was transferred 
to the COD* 

^ ^We routinelir prepared monthly journals, budget to actual 
status report .and formal (revenue/expenditure and fund ' 
balance) statements with this equipment. 

Additionally, we Rrepared expenditure' reports by facility 
and. department which were made available tb those adminisr- 
trators. . 

"«» ■ • ■ i 

Activity and Pupil Activity Accounting 

Although we have historically maintained these classes of 
accpunts wi,thin the Education Fund group, for statement 
preparation, we nevertheless have maintained them as separate 
records, since they are required to be self-supporting. 

This classification of accounts included such things as 
Pood Service, Bookstore, Athletics, Continuing Education, 
Fee Cards and Student and Faculty Clubs. These were 

on a pure "cash basis," with balances 
carrying forward at the conclusion of each fiscal year, if in 
fact a b^alance existed. 



Monthly Reporting 

In addition to the reports mentioned above r we normally 
prepared standard bank reconciliation^ treasurer and 
encumbrances accounting reports at the closing of each * 
period. These reports were primarily for Board review pur- 
poses ^ with the exception of the encumbrance report > which 
was also used >for internal budgetary control. 

Purchasing 

We have operated for several years, and will continue to 

do^^o, a centralized purchasing function in our business ^ 

office which includes such things -as: 

Annual ordering of commodities and bulk items 

Competitive bidding on equipment, and some supply 
items 

Encumbering at the purchase order stage 
Maximizing the taking of discounts 

As we indicated earlier, we do not siet up accounts payable 
when invoices are available at the closing of a peripd. ^ 

Iffe do not maintain any District-side warehousing facili- ' 
tiesr since each of our s.eparate facilities have adequate 
storage space and can accommodate on-site supply storage. 



Budgeting 

We have followed a budget format outlined in the Illinois 
{Office of Superintendent of Public Instructibn^' OSPI) 
Financial Accounting Manual, It was essentially a %line /item 



incremental approach, patterned after the standard Fund/ 
Function/Ob j.ect bre^down. It was., not progran\ oriented; nor ' 
did it allow an accurate differentiation between instructional 
and instructional related (support) costs. 

Our budget timetable each ye^f^r included the following 
targets : 

Tentative Budget to Board - detailed 
allocations and Board approved levels 
of supplies^ reference books, Librar'y 
and Capital Outlay. 

Spring/ • , 

Summer: Allocation of the function/object level ^ 

after completion of state legislative 
funding program. ^ 

Fall: , Final Budget to Board for adoption and ^ 

" establishment of annual tax levy. 

Property Accounting , ' 

The district, for many years, did riot maintain detailed 
property <{equipment) records. Our major objective' in thi^ 
area has been to assure that the formal audited statements 
of the District included an updated' capitalized value of the 
equipment inventory, taking into consideration the additions 
and retirements that occured during a fiscal year. 

However, during the past two years, we have employed an 
outside firm to develop for us a detailed ■ inventory manage- 
ment sybtem for .our business office operation. - (Our own 
staff handles the physical inventor ing^ update, requiremejits . 

' • * , 

on ah annual basis.) We have completed this activity for 
two of o.ur facilities and the third will^e done this current 
year. • " ' ' • . 

• 10 17 ' ' 



Cashi Management , 

Our District has established a detailed cash flow^" 
i • ' • * 

requirements program which allows us to keep our available 

cafi*i invested on & ^continuing basis in U,. Treasury ^ills 

and other approved fonns. It is Our policy to constantly 

maintain low cash 'posit'ions in our- current bank accounts. 

The flexibility of treasury bills liqtiidation allows us to 

meet our cash f low need^ on ^ current basip , and at the same 

titne expand the resources Available for District operations. 



X 



External Audit , . s ^ 

Even prior to the state requirement for an external 
review and audit of our annual financial reports ^ our. 

District has rietained CPA firms. €o conduct an operations 

# ° • ■ N • * ^ ■■ 

audit. • We have felt this to be. asiyecpssary part of our 

stewardship responsibility i 
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^ CHAPTER- III 

* t 

•SYSTEMS DESIGN REQUIREMERTS AND DEVELOPMENT 

Throughout this docurcentation manual ik a theihe which 
describes the District 88 approach to educational management. . 
Since the arrival of Superintendent Thorso» in 1970 changes in " 
management philosophy have Wolved. We tend to characterize 
this philosophy as "particii|)atory management". Obviously, the \. 
size and composition of District 88 lends itself to this approach' 
since we are a secondary system with three large departmentalized \ 
high schools. \^ 

This composition allows for broad levels of decentralized' 
authority ^nd responsibility at the school level, with highly con- ' 
centrated coordination and planning conducted a^ the district level. ' 

The coordination and planning functions are handled, by 
the Superintendent Advisory Council (SAC) , a group comprised of 
tlje Superintendent, Assistant Superintendent, Director of Educational 
Services, Director of Continuing Education, and three school principals 

'Complementing the SAC role are the various Board 
Committees, Citizen Advisory "Groups , Principals' Councils, and students 
who assist in evaluating, interpreting and guidi^ng the direction 
of the district. \ 

:• ■ .. .. \ ' . ' . 

^, • For the past three^ years we have beei? developing a 
management by- objectives prog'ram in the district,, to the depar^eltal 
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level o£«.each of our high schools* We have high hopes that this 
program during this school year, 1973-74, will expand to the 
point where we are able to write measurable objectives for each 
of our operating departments. 



ACCOUNTING ^ 
SYSTEM DEVELOPMENT 

At the point where we were selected as a pilot district 

in the Illinois Accounting Project, we immediately set into motion 

a development program with the SAC which included the following: 

-What jpplicies needed to be revieWed and revised 
relative to our financial accounting practices? 

-What were the data and information requirements of 
the Board, the District office, the school principals 
and the Department Chairmen? 

-To what level should program costs be recorded and 
reported? 

-Should the District consider establishing its own 
data processing capability? 

-What procedural changes should be established relative 
to the revised accounting' system which would be 
implemented? 

Through a series of bi-weekly meetings with the SAC, 
which were supplemented by stai^f meetings at each of the high 
school$, th^se questions were considered and determinations were 
made as\ required. For example. Figure III-l lists a series of 
policy and procedure, changes which were developed as a result of 
these discussions. ' * ' , 

\ Naturallyv eacK^ of these cbapg^s evoked great dis- 
cussion since they, repiresented qhange /from the established 
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ADMINISTRATIVE POLICV AND. PROC ED URE CHANGES 

Jii/r accounts will be listed as. supply accounts in 

departmental budgets. ■ 

Balances of- fee c^ird accounts will not be carried forward* • 

All ^anticipated revenues, including fee cards, will be *-sti- 
mated for budgetary purposes. 

Based upon the total estimated revenue from all fee cards 
a single fee card expenditure account will b^' estimated ' 
for each department. 

Programs organized on a district basis (cosmetology,, dental - 
axder will be identified as cost centers to insure their 
sjepcjrate identity. . . 

Driver education, summer school and athletics adcounts will 
be considered part of the Educational- Fund. They vi 11 not 
carry balances. 

Bookstore and cafeteria accounts will be included in the 
Educational Fund, but year end balances will be includted in 
the following year's budget. 

Special event and student fund-raising project accounts now 
carried as auxiliary will be transferred to Activity, thus 
retaining the "carry-over" concept. .(Christmas wreaths, 
records f yearbooks, tours, test scoring (sAT) , etc) . s 



The health fee ca^ will be eliminated. Studerit t^xt books 
should be putchased through the bookfetpre,, classroom 
refer'ence books and- supplies from Educational Fund .accounts . 

P.E. locker fee cafds will be part of. the bookstore operation. 

The towel rental. fee account arid the laundry account will 
be combined as a district account under the Building Fund. 
Fee c^rds wall still be charged and colledced by the .'bookstore. 
Balances will not carry over. . 

'Each special education program'.must be coded as a cost ' • 
center iri t^e Education Fund as prfiscribfed by the OSPT account- 
ing manual. • . " 

Revenues from student. ID fee card? and transcript charges will 
be deposited in the General Education Fund. Related expendi- 
tures will be -budgeted in the .pi%cipai 's off ice budget. V 
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* 

14. State-federal vocationfei reimbursements will be budgeted in 
' the various vocational departments and coded by spurge of 
funds. Balances will not carry over* " ' , 

is. state vocational handicapped and disadvantaged funds will be » 
• budgeted iJy building using the "host" account concept-; ^ 
Balances will carry over. Expenditures Will be charged to 
, ' the various vocational depairtments and coded by source of • 
I* funds. \* ' - . ' * ^ 

■ 16. In-service training, accounts will be elimiiiated, but funds ' . 
• . will be budgeted in the EcJucatiortal Fund under the-svipport . / 
V of staff functions. ' - • //, 

17. Library overdue bOpV -fund will be eliminated. and included 
as a miscellaneous i avenue in the educ^ition 'accounjt. • 

18. Present welfare fund .(K) ; pay phone revenues, and bxiilding 

* / , .rental revenues, will be included as miscellaneous revenue . 

' . in the Buildini§f Fund. Expenditures will be coded as any 
, . 'Other supply item from the Building Fund. " o . 

19'. Mimeo,- AV and bookstore charges for supplies and 'servj-ces- 
will be established a3 separate cost centers with zero 
budget amounts i ^ Initial supply puirichases appropriate* to^ - 
•'these areas wilX be charged to the icost centers* As depart- 
^ ♦ ments ^utilize the cost /center sejrvices , charges- will be 
asses^sed against their" supply 'accounts and the credits 
applied towatd* reduction of the cost center's expenditure 
aocount* . • 

- 20. Faculty travel will be established on a per building /basis.. 
Expenditures will be charged .to. the respective departments. 
/ ' . using the ^host" accounting concept:'. 

- ' . * * * 

21. pe,seafch and development .accoimts vjill .be established on a 
district office and building basis. • * * 

22. Study guide and%wl:iting manual accounts wiir be channeled*** ' 
' /'thrdligh the bookstore,^ ... 

2'3.. AjJ.i title programs will be budgeted under €he Educational 
^ Fund.^^ ' : 

\ 24. CVIS I. wiir Be considered- part of the "educiition^l budget 

of the guidan'ce 'department'. * ^ ' . . * « 

. * . 

^ 25.. .CVIS n will be budgeted in the Educational Fund under 
^research and development at the- district level. . 

• ♦ "I 

2.6:. Attendance and scheduling will be established as a single ^ t 
cost center under support of pupils i 
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27. Co-curricular activities receiving no board support will be 
naniiled as activity nccounts. 

28. Co-curricular acti>7itips receiving board support in any 
form (yearbook, newspaper, foronsics, drama) will be handled 
xn the following manner: 

a. Expenditures supported by the board will be listed 
under co-curricular activitxcr, in the Education Fund. 

b. All other expenditures will appear in the activity 
account. 

29. Continuing Educatibn accounts will be part of the General 
Education Fund; therefore, balances vili not carry .over. 
Budgets must be established for all revenues and expenditures, 

30. Apprentice training accounts run through Continuing Education 
will be established as district activity accounts. 
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patterns of the district. But each was agreed upon, and were 
incorporated into the* new accounting system design. ; ' , 

• • 

(a) Information 

Requir.emen ts 

After the above *step wcs completed we proceeded with \ 
the determination of* the data and information requirements for each 
level of administratioxi ,in the district. Figures IV-1 and IV-4 
identify both the levels ''of data accumulation and reporting requilred 
for this objective as well as the report sequences which the system 
would need to produce. For example, in Figure IV-4 the five se- 
quences outlined were developed specifically to meet the following 
needs : 

Sequence ; Distribution 

Standard • District Off ice . 

Option 1 Principal 

2 # Board of Education 

3 y Department Chairman 
* 4 District Office 

{h) Program 

Definition 

In view of the then established M30 program which was 

oriented to our depjirtmental strdcture, w|^ concl*]^ed that bur 

approach to program cost recording and repdrting would remain at 

the department level* However , in ^the development of the program 

4imehsion_in;^tlLe_acj3ounJt.. classification we did allow for two- 

additional elements: / ■ . 

1. Course level accumulation in the 1974-75 schpol 
year. / 
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2. Special cost center or program accumulation 
in the 1973-74 year, U.e. 16-CVIS-ri; 
14-Co'-Curricular) 

We decided to set this structure for the first year only 

and review it at that time. If it was deemed inappropriate at 

that time, we ypuld modify the structure*^ (It should be added 

that the computer systems have been developjed trith s^ffidient 

flexibility to accommodate this need, if required. ) 

. • } 

(q) Data Processing 
Support 

We evaluated the options available to us and concluded * 
that if nothing else the time constraint would preclude our ability 
to establish and develop sufficient data processing support within 
the District. We were -also assiired that trfie College of Du P^ge 
could meet our needs adequately. Consequently we elected to*cbntinue 
to use their services. 

(d) Project Schedule ^ , 

and Coordination ^ 

Mr. Robert Lopatka was given the responsibility to coor- 

dinate the implementation project for oiir district. Working with. 

the consulting firio of Robert Davis Associates .(RDA) arid the 

College of Du Page staff, they jointly developed an overall' plan - 

for the project which is included as Figure Iir-2. This plan was ' 

supplemented by a much more de'tailed schedule ^which is . included 

as Fxgure III-3. - ^ ^ 
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PROGRAM BUDGETING ACCOUNTING SYSTEM 
TENTATIVE CONVERSION SCHEDULE • 
AS OF NOVEMBER 3, 1972 

Mr. Robert Davis, Mr. Williaiii He»ly, and Mr. Robert M. L^^^ka 
have reviewed -the EPIC Software package individually and 
collectively with IBM ^representatives. It is our feeling, that 
this package will meet the basic requirements of the program 
budgeting system With dome modifications. Since District 88 will 
Continue to work through the Colieqe of DuPage, we feel that the 
College* 6if DuPage .should be the contracting organization with " 
IBM regarding the'leasing[ of EPIC. ' 

At the present time, it 'is our ;fe.eling that a two step conversion 
shoul<| take place: 

Step. I, being the parailelling. of bur exirsting accounting 
i structure utilizing the lEEIC package. ' Thus, we will in 
effect be testinc EPlC Programs, to determine- any inofiificatipnsi 
changes, etc> th^t need to be made. The pfirallel is. 
anticipated to take, ,*p?laoe on February 1, 1973. • 

Step 5, is the actual live conversion from our curreht 
accounting structure to the new Federal HanjclbQpk to 
utilize jche .EPIC package. This will take place on July 
1, 1973. ^ 

, • ^ - ■ ■ : • • t ^ - 
TENTATIVE „ TIME SCHEDULE •., ' ' " ' " • 



Decelmber .1, 197.2 

'•' ' • ' 

December 15, 1972 

January 1, 1973 
February 1, 1973 
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March 31, 1973 
March 31,. 1973 



A System JVnalysis/Rr'bgraifmier wilt be 
hired by tf^e p61Iege of DuPage as of ^ 
this date tcwork exclu:^ively on the 
projeci;.. ^ . 

A plan will be ready as of tltts date;\ : 
to effect the paraHellil^g of tHe 
-cur)#pnt accounting structure using \ ' 
the EPIC package. * (Step I) :* ; 

V • \ , 

EPIC Software- Will be delivered by IBM. 

The System Analysis/Pvrograunmer .will . ■.- 
have checked o\i^ the EPIC Software. ^ 
ParalleiriiTg of . District 88 *s current 
accounting system will begin. 

. Parallelling "w.l 1 have been cbm^lcfted 
.giving' us 'a two onth test period. 

Mbdif icatiohs to the existing payroll 
package at the College of DuPage wili ^ 
have been niad^ (ie. Multiple distri- 
bution and interfacing with the EP-IC 
programs) • ' • • .1 
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April li, 1973 



July 1,. 197^3 



A plan for step 2 (the final conversion 
will be ready as of this date. 

April 15, 1^73 to July 1. 1973 - During 
this period of tiine testing will be doiie 
and all of the necessary tasks out- 
lined in tfie Rlan for cohversion to 
Step 2 wil.1 be accoSiplish'ed. 

At this period/ actual . cohversion will ' 
take piacsf. The *n'ew accounting struct- 
ure and EEic programs .wili be used in 
the act^al^day to day operations. ' 
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Since the district had a limited knowledge of data 
processing in-hous^, the coordination of the computer design and 
programming rikStuirements were handled by Robert Davis Associates. 

, (e) Procedural 

Changes ^ 

^ j The establiS^nt of a program (cost) accounting recording 
and reporting system required considerable changes in bur operating 
/' frpceduresj^ specifically in tJie budgeting and payroll areas. These 
■ revised ^rocedui-fs are o\jt lined ;,in Chapter V. 



CHAPTER IV 
THE .NEW FINANGIAE ACCOUNTING SYSTEM. 



The mariageinent of educational programs has been an 
evolutionary process in that the data upon which we base decisions 
have changed from measures of resource input to 'functional areas a 
to measure of program achievement in^terms of resources.^expjended. 
Past Charts of Accounts lised byr Illinois School ^Districts,, as a 
basis for accounting systems ^ have been limited chiefly to tJiree 
diiAei>sions : fund^ function ^ and object. 

While these limited dimensions served Well to demonstrate 
stewardship ^of funds ^ it is necessary . to add dimensions to meet 
information heeds of school administrators^ the general public^ 
and our Board of Education* These needs are niunerous* and complex. 
They, have grown out of. concerns of* certain publics about the cost 
and. relevance of education , of the eiicictment of legislation in 
response to recognized educational needs, and of the resultant 

-needs for information to assist in planning and decisioh making, 

' * ' ' \ ^ 

Added emphasis, was placed on the need for a more^, refined accounting 

system through court cases whose dicta have given new directions 

to financial support patterns for education. ' ^ 

^ Some of the needs grov^ng out of our changing approach 

to Igducation program management are: . . ' 

- Location accounting: . required for school-tp-school ^ 
^ and district-to-^district comparability analysis; 

(iie. Title I Programs). 
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- Source of fund accounting: required to report the 
use of categorical aids; (i.e. Title .11 Programs). , 

- Major areas of tlie curriculum or school operations 
accounting: to provide the .basis for accurate 
costing of cost differentials included in state aid 
fbrmulas; (i.e. instructional . services vs support 
services). . 

- Program accounting: to provide a basis for demon- 
strating accountability and evolving productivity 
measures; (i.e. Art; Reading, etc.). 

A§ these needs were identified, the old charts of account 

were expanded or subsidiary records were established to meet the 

particular need of an individual district, or problem area. This' 

* * • » 

was doije essentially to gain more detailed data than was possible 
through strict adherence to the old Charts of Accounts. 

Detailed data have meaning and vai'ue only through systems 
which make possible logical combinations of- data to produce different 
kinds of information. To this end, each dimension and category of 
the Illinois Chart of Accbunts is discrete and mutually exclusive. 

Therefore r there ia no lohger an account number per se^ but rather ^ 

/ . # • - ^ ' ^ ' ^ 

a tacf identifying* each financial transaction which •permits an' 

/ • . , ^ ^ , 

alipsf infinite display of financi^ .'information depending upon the 

a3pect of the educational enterprise being examined^ as well as 

the summarization in a pyramidal fashion^ of the levels /of* data 

information required in an information and reporting hierarchy • 

• ' ^ Figure IV-1 illiistrates this hierarchical^ or pyramidar^. 

requirement. As cari be s.^^n^ the, base of the structure is predicated 

on the need for the greatest degree of de^ail^ that is at the 
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^ Figure 
FINANCIAL lV-1 
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cons^unption levels of f inancial resources. As this need moves up 
"the hierarchy/ or pyramid ^ it becomes obvious that a lesser degree 
of detail is required since the infoi'mation requirement h^s lessened; 
that'is^ to say^ more summarization and aggregation, of data occurs 
as one move'^ up tl^e' hyppthetieal hierarchy. ( 

^ Needless to say it is vital that in the original classi-? 
fic^ition (or combining of. tags) of the data, at the transaction 
stage, all conceivable levels and categories df classification 
must be considered. Otherwise, the capability to meet all ieve^ls 
of the infprmatioff hierarchy will hot exist, arid negate the potential 
value of the repbrt^ng system. ' , " 

■ • . 

HANDBOOK II. AND . 

THE ILLINOIS DEVELOPMENT ' . ; . , 

• . During the past few years, the United States Office "of 
Education has been in the process rof revising Handbook II, Financial 
Accounting for StatQ and LocaJL, Schools Systems > This was brought .1 
about by .practitioners in the^ field recognizing the inad^equapy o^- 
a function-object accounting system»^ - 

As the revision neared completion, various states began 
preparation , to revise their systems. This was done ^in order that, 
they could gain the \ise^ of the more flexible, hew system and meet 
changing' Federal reporting requirements. Illinois was one of these %^ 
states! 

. In accordance with the Illinois School Code, it is the 
responsibility of the Superintendent of Public Instructidn (OSPI) 
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to formulate and approve farms, procedures, and- regulations for 
school districts, in the proper accounting for all receipts and 
disbursements, and to publish and k^ep current manuals in loose- 
leaf form relative to budgetary accounting and finapcial manage- 
ment procedures • In conformity with this xespopsibiiity and acting 

> 

upon the advice of the Financial Advisory Committee, revision of 
the Illinois Accounting System began. 

It sJhould be added that concurrently with this develop- 
ment, the OSPI' initiated a state-wide effort to develop goal state- 
ments which wouXjd assist in giving direction and purpose to efforts 
in the field of public education. This resulted in the publication, 
' Goals for the Seventies > By clearly^stfting the Illinois goals 
to be achieved, it was possible to assess present actiyities and 
identify needs in terms of these go.als. Having identified these 
needs, it was necessary to modify the approach to managing education 
programs • This included three separately identified activities: 

!• Revision of the Guidelines and iStandards/.for Sch ool 
District Recognition and Supervi sion". 

2, The jointly "sponsored program, (.Illinois General 
Assembly, Executive Office Bureau of The- Budget and 
OSPI) .known as the Educational Effectiveness a'nd 

X , • Fiscal Efficiency Act . ^ 

3. Revision of the Illinois Financial Ti^ccounting Man ual, 
based upon USOE Handbook Hi i 

Items (1) and (2) deal essentially with the development 

of planning systems in Illinois ^school districts and, although 
V. ' ^ - ^ ^ ' " 

' vital, will. not be part o^f this documentation m,anual. Item (3) 

t ' 

will be discussed in the following section. ' ^ ' 

* - <. 
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. REVISED ILLINOIS 
ACCOUNTING MANUAL 

During the 1972' fiscal year the Illinois Financial 
Accounting Connnittee f an advisory panel to the Superintendent of 
OSP.I* recommended that tho then Illinois Accounting Manual be 
revised to make^ it consistent with Handl»ook II which was under 
developittent by the USOE Standards Branch. ' * 

The Superintendent accepted this recommendation and the 
fiscal Management Division of the OSPI was given the responsibility 
for undertaking "the task. Drs. Wilson and Bradshaw, and Messrs* 
.Giick and Pyle of that Division developed an RFP which ' subsequently 
resulted in a contract to Robert* Davis Associates^ Inc. <(RPA)*6^ 
Atlanta, Georgia to- accomplish the following^ objectives: 

1. Revision of Illinois Financial Accounting Manual 
♦ ^ . ^^for Local School Systems. 

2. Tr^aining and Implementation supervision of the 
, - system in six pilot districts. 

^ 2T Training and iptplementation supervision of the 
'system iri .all 'other iliino is School Districts. 

|^ District 88 volunteered to becom^ one of' the pilot dis- 

tricts and was selected. During the period May, 1972 through 

September, 1973 RDA worked with our staff in implementing the 

revised Accounting System. Exhibit IV-rl outlines the account 

classification system in* the Illinois manual. It is included 

here so that the reader can better understand the directions * 

taken by €he Illinois OSPI. • . - ' 

It stiould be noted that in* the main the Illinois Manual 

is consistent with the outline of Handbook II. The major variances 



- • 

occur only in those cases where Illinois Statutes or the OSPI 
regulTatiotis take precedent. ^ 

THE DISTRICT 88 " ' 

* MANAGEMENT SYSTEM PLAN 

* , As outlined elsewhere in this manual^ District ,88 has 

, beeji actively involved in developing* an effective approach to 

- - ' • , . ■ ' ■ ■ ' / ■ " • 

educational management for the past two years. Inheren^^ in these 
thrusts have b6en included the following;. . / 

- Establishment of district-wide goals* invoLving - 

the staff andf community in the biistrict. / / ^ • 

^ Development of specific objectives (progr^ams) 

to assist in achieving these gqals'. . , - 

The program accounting project is one aspect of this 

entire development and will assist only; in the control ahd-evaluatioii 

* * ^ * • * / ^ 
of t^ie financj^l resources* > / 

DISTRICT 88 PROGRAM - " * / 

ACCOUNTING SYSTEM ■ ' 

— At* the outset of this* project we identified the following 

major questions which needed tQ be a^iswered prior to beginning the 
, detailed planAin^: • ^ ^ / 

* * !• What level of program accounting wov\ld the 

bistricjt need in qrddr to support its manage- 
ment systems and objectives?' 

2. What changes in policy needed to be identified 
* preparatory to beginning the development? 

♦ » - * * ' 

3. Did sufficient hardware and software capability 
exist at the College of DuPage (GOD) to support 
the Revised Accounting System? ; 

4. To what extent .should the District payroi; dis- . 
tribution processr.be changed? 
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Each of these questions were addresse'd at the beginning 
of this projfect. Questions (1) and (2) have been dealt with in 
Chapter III. In the following we will discuss items (3) and (4). 

DATA PROCESSING <* 
SUPPORT 

In Chj^ter II we discussed the degree of computerization 
which has existed in District 88 for several years. The major 
questions which we needed to answer relative to the revised ac- 
counting system included: ~ * , • 
j 

, - Could the present COD budgetary accounting 
software package be modified to acconunodate 
the requirements of the Handbook II coding 
system? 

(After some consideration of this problem, 
it appeared that this might create unnecessary 
problems and that the best solution might be 
a separate programming package for District 
88 puit^poses. 

" ^ Assuming the above, what would be required to 

develop this separate programming package? 

(It was very clear to our project team that to 
attempt the complete design, programming and 
testing of a separate budgetary accounting 
system and have it ready for implementation by- 
July 1, 1973 was impossible. The project team 
elected to eval^iate existing fcommerciai soft- 
ware packages and select that which best met 
the needs of District 88 and would be consistent with 
Handbook II requirements. - . *»*-ent wxcn 

The IBM corporation, package known as EPIC ' 
» ' Budgetary Accounting was selected, because^ it 
. seemed to--.meet the- general requirements stated 

above. ^ ••• ' ' . 
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, -What expansion of the current payroll progrdnming « ^ 
package would be requiifed to accommodate detailed 
distribution of multiple labor and ewployee bene-- 
fit costs td the prpgram level? 

(After analyzing the existing payroll package it 
was felt that major modi ficatipns would be required 
to effectuate this level of distribution.) , 
• ^ 

-Recognizing that to install a vendor software 
package as well as complete the major modifications 
of the payroll system would require substantial 
programming support from COD ^ what priorities or 
guarantees could the COD give the District concerning 
programming support? ^ 

(It was concluded that the existing prograDnmning. 
staff of the COD would need to be supplemented ij^ 
order to meet the. July 1^ 1973 deadline. 

Consequently, District 88 agreed to underwrite the 
costs of the expanded prograiraning staff to work 
specifically on the District 88 system.) 

Relative t^ the hardware capability of COD, it was con- 

eluded that the existing configuration would adequately acconmiodate 

the needs of the revised accounting system., (However, the COD, 

at a later date, independently elected to upgrade their system but 

this was not a result of increased District 88 requirements. 



PARALLEL , 
OPERATION 

Since the Epic- Budgetary Accounting was ^till a relatively 
new software package at the time we began irfiplementation, we. decided 
tiiat: a parallel^run-^was ^necessaty. 

Consequently^ after the software had been initialized 
on the COD computer system^ we paralleled the Months of «]|;anuaf^» ^ 
and February, 1973, business to' the existing accounting machine* 



process. We thus assured ourselves that the EPIC software was 
functioning correctly in addition to familiari^ng our staff with 
the software package. 

MODIFICATION OF 
PAYROLL SYSTEM 

The payroll system at COD had recently been completely 
redesigned and- prograinined. Our. major concern, relative to the 
Revised Accounting System, was the capability to distribute payroll 
costs; and the attendant employee benefit costs, consistent with 
the individual contracts and multiple assignments of our staff 
personnel. • 

The payroll system had been designed in such a manner' 
(i.e. , expandable) that these requirements could "be accommodated. 
The major problems included CD determination of the number of 
distribution possibilities; (2) modification o'f the payroll dis- 
tribution calculatio^is , and (3)' adding* t^e? calculation qf employee^ 
benefit distributions consistent with (1) above. 

A major probiem occurred during .the re-programming, which' 
* had not- been anticipated, as' a result of desi...;r> characteristics 

of the EPIC-Budgetary^ accounting software , which resulted in a* 

. • / ■ ' ' 

second majot expansion of the payroll master file. It focused 

' . • • * ' ' «• ' . 

around the EPIC characteristic known as the ASN (Account Serial , 

Number) whicSi is an arbitrary numbering assignment for- an existing 

•account number in the general- ledger "structure. That is to say, 

"in lieu of the customary accourit number identification (i.e. 
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fund, "function, program, object^ facility, etcj, the EPIC system 
uses a five position account serial number to idientify all trans-^ 
actions entering the system. Thu^, instead of merely changing 
the object designation in th,e calculating and distribution routines 
of employee behefits to a particular budget center, it became 
•necessary' to design a separate interface between the paVroll master 
file and the accQunt m^^er tile* - ^ 

^ . ^ . ^ . : • . ' " - ' ^ * 

Needless to say , this created^ severaV problems in^ 

* M ' ' ' * ' / / : ' 

(i) an enlarged payroll master fi\le, (2) a very complex" interface- 

. ' - : , ^ 

program, and - (3) an increased amount of computer 'processing time. 

But the problents have been r^esdlVed arid'W?e are able '^6 distribute 

payroll and jemployee benefit -^costs j)h an actuial basi^, at the- program 

level*/ . ^ ' ^ 

MAJOR DIFFERENCES . ' " \ . t - • • J 'I", 

FilOM'OLD ACCOUNTING " ; ^, 

SYSTEM ; ' ^ . .f/ 

" ' ^ ^ . . • • \ . ^' 

The major differences'" that have incorporated Into 

the revised accounting system are: . x - ^ « . ' . * 

• * ^ . ^ ^ " * . ^ - / 
^1. All budgetary, ^genetal ledger, . accounts pay^le 

"^and payroll processes have been** converted tp^^ 
.computerizes applications as opposed to the former % • 
^ * • ^ -accounting machin^. processes 1 

2. The accounting system is truly program ori'ented, , 

* as de^fin^d in the District 88 program structure 
^hich is departmentalized, an4 is' capable ot 
accumulating" and repcrirting costs' on all options 

* . available in the expenditure dimensions of the 

m ' account coiJe structure. - 



-^iSS^LK- •J ^^^v'^^"^.^^^ handling of auxiliary 
* D^ni^^fi? r*^- activity enterprises/and^. ^ 

pupil .activity .accounting has been .substantially 
' i^^o^Jh ^""^ accounts, h'av^ been incorpoJatL 

into the regutaj: District accounting system 

■ • - . . • . ■ ' ' . 

Sh^JS''?"''- ^l^^sificatioTi structure has 'been ex- * 
P^".^^'^ i° include alcKimerisionS^outlined in 
r sKSaf Js^ ^^.th the exception of the term and- 

»v special cost centers dimensions. (See Figure IV-2 

^ ^ . for an outline of the dimensions included.) " 

• -p?1gramTriL'?e^^^^ — ^P^^^h* h.s'become 

• 6. The Revised Accounting system output reportinq h^s 

" tS'^^nf '^"'"f "''^""'^ ^""^ significantly ?^c^eased' 

■ the management, control and evaluatio/capability 

■ ^ IV f^^;?^Xfl^°f. District Administration./ CFiguL 
• whTL- ""^u^^*^^^^^^^^^^ °f the reporting sequences 
^^^ch ^an be produced fr^m our system, .and a?e a 

■ ■ sJs^fm -^^^^"^^ thelpiC-Budgetar^Accounllng 



t * , System. 

THE- ACCOUNT 

• CODE STRUCTUfe " ' . . 

* ^ It was pointed out earlier in this chapter that the 
l^evei's .of^ coding, incorporated into an account .classification struc- 
ture determines the relative capabi^lity of an accounting system 
, to 'respond, to management requirements for financial information, and 
analyses. Obviously, ythere-are constraints that other Districts ' 
.may ens:'bunter^ (i.e. machinejrpp^i^g^ Availability^ capability) 
'"''^^ ^^^''^ %itbe-4eyrrS^ing^^ built into the structure, 
we did not have such a limitation and thus were able to' move toward 
full- impleiiientation of the Handbook. II dimensions. 

„ \ Exhibit IV-1 outlined Ihe State of Illinois code -structure 
which'will become the basis for financial recording and reporting. 
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package for report svimmarization. ^ 
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STAND j^RD SEQUENCiS 

1... P.und^ 

2. Accounting type 

3. Source 

. 4. Function 

5. Sub-Function 

6 . Sub-sub-Function 

7. Object ^ 

8. Sub-Object 

9. Sub-sub-object 
Id.. Location 

II. Depattment 



DISTRICT 88 
REPORT SEQUENCES 
ACCOUNTING SYSTEM 



OPTION I 

10 J Location 

11. Department 

2. Accounting type 

.4 . Functipn 

5 . . 'S ub-Func t i on 

6 . Sub-sub-Function 

7. Object * 
--8. Sub-Object 

9." ''iSub-sub-Object 
.3.^ Source ^ 
1* Fund 



OPTION .#3 

10. Location 

11. department 

2. Accounting type 

4. ** Function 
1. Object 

3. Source. 

8. Sub-Object 

9 . Sub-sub-Ob ject 

5 . Sub-Function 
"6 . Sub-sulD-Function 
1 . Fund 

OPTION #4 

1,. Fund 

2^. Accounting type 

Source 
7. Object ^ 
9. Sub-Object 
9 . Sub-siab-Ob ject 

10. Location 

11. ' Department 

4. Function 

5. Sub-rFunction 

" 6. Sub-sub-Function 



OPTION #2 

1 . ' Fund 

2. Accounting type 
3i Source^ 
4. Function 
5 Sub-Function 

7. Object 

8. SuK-6bject ^ 

10. Location 

11. Department 
. Sub-sub-Function 

9. Sub-sub-bbjeqt 
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throughout tKe'StiateT This structure has been rnodified since^we 
originally began our implementatioi^ program. But the mod ideations! 
have been more a clarification than a philosophical change. 

We have developed our structure to be consistent with 
State reporting requirements but -also to meet partijnilar needs of 
our District and our accoxmting system. / \^ ^ 

I Exhibit iy-2 outlines District 88 's account code structure 
Jt reflects/ ^he specific needs of our District for recording and 
reporting financial transactions. It should be noted that when 
'the final draft of the Illinois classification system is completed 
we will undoubtedly make the necessary modifications in our codej 
structure to be consistent.* However^ we feel the changes will npt 
present major problems. / 

An additional commfent^ary should iDe made relative to 
the cash/accrual accounting^^confiict . Presently, Illinois does 
not require that school d;i:strict accounting systems be maintained 
on an accrual basis; only that the annual financial report reflect 
accruals at the June^ 30th date. It is our position that a pure 
accrual recording >^ystem is not required in our District at/thiis 
time. As circumstances change, and as statutes may dictate, we 
"will undoubtedly modify our position, and systems accordingly.. 



/ 



/ 



/ 
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'TABLE I 
BALANGE SHEET ACCOUNT SUMMARY 



I 



BALANCE SHEET. ACCOUNTS 
ASSETS & OTHER DEBITS 



100 



lOi 
102 
103 
104 
105 
110 
111 

112 

lis 

120 

i2i 

122 
131 
132 

133 
134 
.135 

140 
'141 



151 
152 

153 
162 

163 

• 170 
171 
"180 
181 

182 

191 



Current Assets ^ 



Cash 

Petty Cash 
Cash Change Funds 
Cash Vith Fiscal. Agent 
Imprest Fund ? ' ' 
Taxes Receivable 
Estimat'ed .Uncoliectibl'e Taices 

(Credit) ...^ . .. , » " . 
Tax^ Lien^ Receivable 
Estimated Uncollectible Tax Lians 

(Credit) 
Accounts Received) le 
Bond Proceeds Receivable 
Loans Receivable 
Due From Educational Fund 
Due From Operation^, Building & 

Maintenance Fund 1 
Dtie Prom Transportation Fund 
Due, From Site & Construction Fund 
Due Jrom Capital Improvements 
Fund 

Diie From Other Governmental Units 
Estimated Uncollectible Claim 

From other Governmental Unit 

(Credit) 
Loein to Education Fund 
Loan to Operations, Building & 

Maintenance Fund 
Loan to Transportation Fund 
Interest Receivable on Invest-' 

ments 

Accrued Interest on rnvestinents 
' Puj^hased 
Inven^bory, 

Inventoi^ of Stores for Resale 
Investments 

■Unamortized Premiums on Invest-^ 
ments 

Unamortized Discounts on Invest- 
ments (Credit) 
Deposits 



' FUNDS AND GROUPS OF ACCOUNTS 

iu ^0 30 .40 bO 60 70 ^0 9g~yy 
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TABLE I - BALANCE SHEET ACCOUNT SUMMARY (Continued) 
OTHER- DEBITS (Continued) 



Prepaid Expenses * ^ 
Unamortized Discounts oh Bonds 
Sold 

Other Accrued' Revehue 
Other Current Assets ^ 



FUNDS A ND GROUPS OE ACCOUNTS 
1ft 56 ^6 40 50 60 7 0 B O 90 98^^. 



X X 
X X 



X 
X 
X 



X 
X 



X X X X X 
X X X X X 



200 General Fixed Assets . 

Land / ] 
Buildings? 

Improvements/ Other than Buildings 
Equipment Other th^n Transporta- 
tion \, 

Construction in Progress 
Transportation Equipment 

* • ■ ' • 

300 Budgeting Accounts. and O ther Debits 

Estimated Revenues ^ 
Revehue (Credit). ^ 
Bonds Authorized - Unissued ' x 
Amount Available in Debt Service 

Ftihds ' 
Amount to be Provided for Payment 

of Bonds • ~ * 



,201 
202 
203 
204 

205 
206 



301 
302 
303 
304 

305 



X 
X 



X 
X 



X 
X 



X" 
X 



X fx 

X X 
X X 



\ - 



X 
X 

Xs 

X 
X 
X 



X 

X 



X 
X 



X 
X 



LIABILITIES, RESERVES AND FUND. BALANCE 

400. Current Liabilities 

401 Vouchers Payable 

402 Accounts Payable ' ^ 

403 Judgments' Payable « ' 

404 Contracts' Payable . 

40*5 Construction 'Contracts Payable 

4d6 • Construction Contracts Payable - 

Retained Percentage 

407 Anticipation Warrants Payable 

' 408 Anticipation Notes Payable 

409 Teacher's Orders Payable 

411 Due to Educational Fund 

412 Due to Operations, Buildings, and 

Maintenance Fund 

413 Due to Transportation Fund • 

4li' Due to Site and Construction Fund 
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TABLE t - BALANCE SHEET ACCOUNT SUMMARY (Continued)" 



LIABILITIES,. RESERVES AND FUND BALANCE 
(Continued) , ... 



415 

420 
431 
432 

433 
434 
441 
442 
451 
452 
•453 
454 
•455 
456 
459 
461 
471 
472 
473 

474 , 
499, 



Dae to Capital Improvements Fund 
Due tQ Other Governmental Unit 
Loan. fB'pm' Education Fund 
Loan fi-omaoperatibns.. Building & 

M.aintenar.ce Fund ■ 
Loan from Trahsportation Fund 
Loan from Working Cash Fund 
Matured Bonds Payable 
Matured Interest Payable 
Teacher 's Pension- payable 
Federal Withholding Tax' Payable 
State. Withholding Payable 
^Municipal Retirement Payable 
Annuities Payable 
Employee insurance Payable 
other Payroll Deductions Payable 
Accrued Expensed 
Deposits 

Duis- to Fiscal Agent 
Unamortized Premiums on Bonds 

Sold " ^. . 

Revenues- Collected in Advance- 
Other Current Liabilities - 



FUNDS MID 


GROUPS OF 


ACCOUNTS 


10 20 


30 40 


50^ 60' 70 


80 90 9^ ^§ 
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500 
^501 
502 
599 



Long-Term Liabilities 

Bonds Payable 

Interest Paycible 

Other Long-Term Liabilities 



X X 



X 
X 



600 



601 
602 
603 



Budgeting Accounts & Qth^r Credits 
Appropriations 
Expenditures (Debit) 
Encumbrances (debit) 



X 

/X X 



X X ' X 
X .X X 
X 



:x 

X 



XXX 

X X* X 



X 
X 
X 



700 Reserves & Fund Balance. ^ 

Reserves for Encumbrances 
Reserve for Inventory 
Reserve for (Special Purposes) 
Fund Balance 

Investment in General Fixed Assets 



701 
702 
703 
704 
705 
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X 
X 
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X 
X 
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X 
X 



X 
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X 
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X 
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X 
X 



X 
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TABLE 2 
REVENUE CLASSIFICATION 



F.U ND NUMBER , 

16 50 46 56 go 70 -WW 



1000 
ilOO 



1110 N 

nil 
' iiiiz . 

1113 
1120 . 
' 1121 
1122 
1123 
1130 

'* 1131 
1132 
1133 

1140= ' 

^1141 
1142 
li43 

1150 
1151 
1152 
1153 

1160 

11161 
.116^2 
1163 
1170 
1171 
117^ 
1173 

1200 . 



1210 
130C 
13'i0 



REVENUE FROM LOCAL SOURCES^ 

Ad Valorem Taxgs Levied by 
Local Education ^Agency • > 

General Levies 

Current Year Levy ' - 

First Prior Year Levy 

Other Prior Ydars' Levies 

Tort Immunity |Levies 

Current Year Lfevy . 

First Prior Year Levy 

Other Priqr Years' Lisvies 

Fire Prevention and Safety 
Levies 
^ Current Year "Levy 

First Prior Year Levy 
Other Prior Years' Levies 
Special JIducation Con- 

* struction Levies 
Current Year Levy 
First Prior Year Levy ^ 
Other Prior Y^ears* Levies 
Junior College Tuition Levies 
Current Year Levy 
^ First Prior Year Levy 
Other Prior Years* Levies 
Area Vocational Construction 

Levies 
Ctirrent Year Levy 
First Prior Year Levy 
Other Prior Years | Levies 
Summer School Levies 
Current Year Levy 
First Prior Year Levy 
Other Prior Years* Levies 



X 
X 
X 

X 
X 
X 



X 
X 
X 

X 
X 
X 



X 
X 
X 



X 
X 
X 



X 
X 
X 



X 
X 



RevenX^e from Governmental Units 
Other than Local -Education ~" 
Agencies 



Payments in Li'eu of Taxes 
Tuition 

Regular Day School Tuition 



X 
X 
X 
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:x 
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X 
X 
X 



X 
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XXX 
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X X X X 



XXX 
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TfiBLE 2 - REVENUE- "^LASSIPICATION (Continued) 




1311 -Tuition fre )m Pupils cr 

Parents 

1312 ^ Tuition from -Other 

Districts 

1313 Tuition from Private 

Sources 

320 Adult/Continuing iuiucation 
Tuition 

1321 Tuition from' Pupils or' 
. Farents 

1322, Tuition from 'Other Districts 
1323 Tuition from Private 

> Sources 
rSO Summer School' Tuition 
1331 Tuition from Piapi Is or ^ 

Parents ^ 
.1332 Tuition: from 0 tiler 
Dis^iricts; 
Tuition from Private 
"Sources 

Transportation Fees 

F^egular ^Day School 

Transportation Fees i 
Trahspprtatiba Fees from 

Pupils or Parents 
Transportation Fees from 

Other\bistricts 
transportation Fees from 

PrivateNspurces 
Stammer School Transportation 

Fees \ ' 

TransY^ortatioir^^ Fees from 

Pupils or Parxehts 
Transportation Fees from 

Other District^ 
'Transportation Fees, from 

Private Sources. \ 
Air^a Vocational' Educafei on 

Transportation Fees 
Transportation Fees from * 

Pupils or Parents 
Transportation Fees from 

Other Districts? 
Transportation Fees from 
^Private Sources 



. ■ FUND NUMBER 
10 20 30 40 50 60 70 



80 r 0 



X 
X 
X 



X 
X 



X 
X 
X 



X 
X 
X 
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' X 
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X 
X 
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TAfiLE 2 - REVENUE CLASSIFICATION (Continued) 



1440 
1441, 
' ¥"42 
1443 
1450 

1452 
1453 . 

1500 

. . /. 
1510 
1520 
1530 

1600 

f 

1610 
1620 
1690 

1700 , 

1710 
1711 
1719 

1720 

179P 

1800 
1810 

> 18U " 
< 1812 
1813., 



Special Education Transporta- 
tion Fees 
Transportation Fees from 

Pupils ' or Parents 
Transportation Fees from • 

Othet Districts 
Transportation Fees from 

Private Sources 
Adult/Continuing Edupation 

Transportation Fees 
Transportation Fees from 

Pupils or Parents 
Transportation' Fees from 

pther Districts 
Transporjiiation Fees from 

Private* Sources 

Earnings oh Investments 

Interest on Investments^ 
Dividends on Investments^ 
Gain or Loss on Sale of 
Investments 



Food Services 



\ 



Sales .to Fupi^ls 
SeLles to Adult^ , 
Other Food Service. Revenue 

f 

Pupil Activi^tie? i 

Admissions ' / 

Athlfetic 

Other, ^ 

Fees 

Other Pupil Activity 
Revenua 

Textbooks 

Tex^tbook Rentals 
Regular Program 
Sununer School 

Adult/Continuing Education 



. FUND NUMBER 

lo >0 30 40 56 66 .'70 .Bti ^6 



V 




X X X. 3t X X ,X X X 

X X X X X x'x x X 
X X X X X ic X X X- 



X 
X 
X 



X 

X X 
X 

* « 

X X 



X 
X 
X 
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1800 



1819 
1820 

1821 

1822 
. 1823. 

1829 
1890 



1900 

1910 " 
1920 

• 1930 

1931 

li932 

1933 

1940 

•1950 ^ 

1960 
1961 

1962 

1963 

1964: 

• 19' 70 
1971' 
1972 
1973 

1990 
1991 

1999 



TABLE '2 ^ .REVENUE CLASSIFICATION (Continued) 

FUND NUMBER 



X 

X, 
X 
X 
X 



*re3^*j3ooks (Continued) 

Other Textbook Rentals 
Textbook Sales ' 
Regular Program 
Sununer School 

Advilt/Continuing Education 
Other Textbook Sales 
Other Textbdok lievenue 

Other Revenue from Local 
Sources v 

Rentals ^ ^ 

Contributions and Donations 

from Private Sources 
Sale or Compensation for 
; Loss of Fixed Assets 
Sale of Equipment 
Sale of Buildings and 

Grounds 
Compensation for Loss of 

Fixed Assets 
Services -Provided Other 
• Districts 
Refund of Prior Years* 

Expenditures 
^ Transfer from Other Funds 
Permanent Tremsfer from Fond 

and Interest Fund 
'Permanent Transfer from • 

Working Cash F,und 
Permanent Transfer of Interest 
^ from Working Cash Fund 
Permanent Transfer frbfn 

Educational Fund 
' Sale of Bonds 
Principal on Bonds Sold 
Premium oh Bonds Sold 
Accrued Interest oh Bonds 

Sold ' ^ 
Other ' \ 

Payment from 'Other \ 

Districts 
Other . • 
/• 

REVENUE FROM INTERMEDIATE 
SbtJRCES . X 



10 20 30 40 50, go 70 60 §0 



X 
X 
X 



X 

X 



X 
X 



X 



X 

x« 
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X 
X 
X 
X 
X 



X 
X 



X 
X 



X 



X 
X 



X 



X 
X 



X 
X 



X 

X X 



X 



X 
X 
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TABLE • 2 - REVENUE CLASSIFICATION (Continued)^ 
. • • \ ' . ' EUND N OMBER 

. . 1 0 20 30 40 50 go 70 aOTT 

• ' 

abOO '• . REVENUE FROM STATE SOURCES 

3100 iTnresjbricted Grants-In-Aid 

3110 General State Aid xxxxxx xx 

3200 Restricted Gran'ts-In-Aid • • 

3210 Transportation Aid . * 

3211 Regular ^ i • 

3212 Special Education . x , ot. 

3213 Vocational Education x 5, 
3220 Instructional .Program Aid 

3i221 Driver Education x x ■ 

3222 Special Education . ^ ' ' . 

3223. • Suiraner School x 

3224 Bilingual Education . x 

3225 Vocational Education - : 

Regular Part B x x - 

3226 VocationaL Educatioh - 

Grants and Gontrafcts ?c x 

3227 Gifted Education x 

3228 Adult Education - General x x 

' 3229 Adult B^sic Education - . * 

Sec. 10-22.20 x x ^ . 

3250 School Lunch Aid 

3251 Lunch . . 

3252 Breakfast x i 

3290 Other Grants-In-Aid x x x x ^ 

3300 Payments Received in Lieu • , ' 
of -Taxes 

* 

3310 Orphans Tuition ' x 

3320 State Owned Housing x 

3330 Tax Equivalent Grants x 

3340 State impaction Aid x ' 

4000 REVENUE FROM FEDERAL SOURCES 

4100 ^ Unrestricted Grantsrin-Aid 

Received .Directiy from Federal 
Government . . 

• * - 

4110 * Public Law 874 " x x x x 



■ 45 
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4300 



4-305 
4310 

432q 

4330 
4340 

4.350 • 

4360 

4370 

4380 

4390. 



4400^ 



4410- 

4420:-- 
4421 
4422 

4430 

4440. 
4441 
4-442' 
'444 3 
.4444 
4445 
4446 



TAfeLE 2 f REVENUE CLA.SSIFICATION (Continued) 



JIOKD NUMBER -\ 

10 20 30. 40 56 t;b 70! 60 56' 



X , 

X 

X 



X 
X 

x 



Xv 
X { 



Restricted Grants-In-Aid '. ' 
Received Directly f rot;f Federal 
Gove rnment •• . 

1 , , . • . ' ♦ ' 

Work Ih9entive Program 
Public Law'''88-453 - * ' . : 

•JWork Experience ^< 
EmergetKjy School Assistance 

Program ^ . - 

KeigWborhood Youth. Corps ^ 
CoTfaTiuhity -Action Program \ 

Head Start ^ ^ \« x*"^ 

Public Law 8^5 - Colistfuction ^x^ x 
Emergency Employment Act 
Model Cities 

Other ^ . ' ; 

Restricted Grants-Ih-Aid: 
Receivett from Federal Govern- 
Vment through^the State~ [ 

P/L 91-^230 - Title 
* Adult Basic Education 
Vocational Education 
Regular Part B \ 
Grants and Contracts ' 
Rational Defense Ediication 

Act - Title III 
Elementary and Secqndary 

Education Ac% 
P/L 89-10 ^ Title I - 

Compensatory 
P/L 89-10 - Title II « * . 

Instructional Materials' 
P/L 89-iO -^Title III - 

iTinOvative 
P/L/89;-10 - Title^VI*- 

Handicapped 
P/L 89-10. - Title VII 

Bilingual 
F/L 89-10 Title VIII - 
Drqpout 



X 

X 
X 

X 



X 
X 



X 
X 
X 
X 
X 
X 



X 

X 

X 



X 



X 



X 

t 

X 



X 



X 



X 
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TABLE 2 - REVENUE CLASSIFICATION (Continued) 



.0 



4450 

4460 
4461 
4462 
4463 
4464 
4^65 

4410 



>F UND NUMBER 

iO ^6 50 40 5q go 70 600" 



Rublic Law 90-35 . 

School .Lunch Program 
Sdhpol Lxmch Reduced 
Schbol LUhc^i^ - .Free 
Special Milk • * \ ' 

Breakf c^t 

Non-Pood Assistanqe ^ ^ 
Public Law* 89-415 - Manpower 

Development & Training Act. x ' 



X 
X 
X 
X 
- X 

X X ^ 



<1{ 
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TABLE 3 
EXPENDITURE CIASSIFIGATIOl^S 
CATEGpRY'V7ITHIN DaTMEKSION 



FISCAL YE?iR 

■ ^ 

8 ' 
9 

■\ -0 

1- 
2 . 
3 



FY ^973-1974 
FY '1974^1975 
FY 197^^19 76 
FY 1976-1977 
FY 19'77-1978 
FY 1-978-1979 
FY i979-1980- 
FY 19 80-^19:81 
FY 19 81-19 82 
.FY 19 82-1983 



FUND 



10. 
20 
30 
40 
50' 
60 
•70 
80 
90 . 
98 
99 



Educatl-ona-l ■\ ' . , 

Operatibns, Building, 'and Maintenance 
Bond and Interest - 
Transportation 

Municipal Retirement * • . . 

Site and Construction ' ' 

Working Cash * ; " ■ 

I^ent ■ ' 

Capital Improvements . " - - 

Capital Assets "Group of Accounts 
Long-Term Liabilities Group "of Accounts 



SOURCE -.OF FUNDS 

0 . 

-03 
04 

06 

08- • 



Noh-Categorical 
Tort Immunity.r 
Fire' Prevention and Sa*.f ety 
junior Cbilejge Tuition 
Area. Vocational Education Construction 
Summer School 

-Special Education Construction 
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 



C - Source of funds (continued) 
* • 

iO^ Driver Education . . ' 

"12 Special Education . * * , ' 

14 ^ Bilingual Education 

20 Vocational Education -r Regular Part B 

21 Vocational Education ~ Grants and Contracts 

22 Vocational Education - Transpdrtation 

* \ 25 Qifted Education 

27 Adult Education - General 

29 Adult -Basic Education - Sec. 10^22.20 

30 ESEA Title. I - Compensatory 

35 ESEA Title 11 -Instructional Materials 

40 ESEA Title III - rnnovativie 

45 - ESEA Title VI - Handicapped 

50 ' ' ESEA Titlfe VII - Bilingual 

55 ' ESEA Title VIII - Dropout ' ^ 

60 . NDEA Title III . ^ 

65 , Econojnic Opportunity 

75 * Wor< incentive Program 

76 PL 38-453 - Work Experience - , 

77 Emergency School -Assistance Program 
' \ 78 Keighborhocd Youth Corps 

79 Community Action -Program 

80 ' . Head at art ^ 

81 PL 815 - Construction 
82***^ emergency Employment Act 

. 83 Model Cities 

••84 ' School Lunch Program - Ncn/Eood Assistance 

• 85 - PL 90r35 - EPDA • " ' 
% . 86' PL 89-415 - MDTA 

90 Other ' . 

D INSTRUCTIONAL ORGANIZATION 

0 Not Applicable . I 

1 , Elementary School . * 

2 . Hiddle/Junior High School ^ 
. 3' - ° Hi^b School/Secondary > ' 

4 Aduit/Continuihg Education School 

5 Juriidr College/Post Secondary <• 

6 Other 
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TABLE 3 - Expenditure classification (Continued) 

E - OPERATIONAL UNI T (Example Only) 



EXHIBIT IV- 1 
P. 13 of 22 



01 
.d2 
03 
04 
05 
06 
0-7 
. 08 

F - FUNCTION 

1000 



Adams' .Elementary School 

King Middle School 

Santa Maria High School 

Lincoln Vocational-Technical' School,.. 

Davis Junior College ' 

Central Administrative Office 

Main V7arehouse 

Main Bus Garage 



INSTRUCTION 



1100/ 



1110 
1120 
1130 
1190 



1200 



1210 
1220 
1230 . 
1240. 
1250 
1260 
1270 
1290 , 



1300 



13J.0 
1320 
133.0 
1340 
1350 
1360 
1370 
1390 



1400 



1410 
1420 
1430 
1440 
1450 
1460 



Regular Programs 

Elementary 
Middle-Junior High 
High School 
Other Regular 

Special Programs 

Gifted and Talented 
Mentally Retarded 
Physically Handicapped 
Emotionally Disturbed 
Culturally Different 
Pupils v/ith ^Learning Disabilities 
Bilingual . , 

Other Special 

Adult/Continiiing. Edu,cation Programs 

Adult Basic Education . 
Advanced Adult Education 
Occupational 

Upgrading in Cutrent Occupation 
Rietraining for New 'Occupation 
Special Interest * 
Life Enrichment 

Othe_r Adult/Continuing Education 

Vocational /Programs 

Applied Biological and Agriculture 
Hecilth Occupatipns 
Business Marketing and Management 
Personal and Public Services 
Industrial Oriented Occupations 
Other Vocational 
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TABLE 3 -■ EXPENDITURE. CL'ASSIFICATIONS (Continued) 



E - fUNCTION (Continued) 



2000 



SUPPORTING SERVICES 



2100 Support Services Pupils 

2110 Attendance and Social Work Services 

2'111 Service Area Direction 

2112 Attendance Services 

2113 * Social ^Wbrk Services ,T 

2114 Pupii Accounting Services- / ;i 
^ 2119 Other Attendance and Social Work- Services 



2120 



Guidance Services 



2121 Service Area Direction 

2122 Counseling Services 

2123 Appraisal Services - 
'2124 Information Services 

2125 Record Maintenance Services 

2126 ^ jplacement Services * 
2129 Other Guidance Services 



2130 



Health Services 



2131 
2132 
2133 
2134 
2139 



2140 



2141 
^2142 
2143 
2144 
2149 



2150, 



V 



2151 
2152 
2153 
2159 



Service Area Direction 
Medical Services 
Dental Services 
Nurse Services 
Other Health Services 

j 

Psychological ^^Servi ces 



Service, Area Direction 
Psychological Testing S^vices 
Psychological Co'xinseling Service's 
PiSychotherapy Services ^> 
Other Psychological Services 

Speech Pathology and Audfologv ^ 



0 



Service Arefa Direction 



Speech Pathology Services 
Audiology Se^rvices \ ^ " 

Otlier Speech Path%;Logy and. Audiology Seryices 
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TABLE 3 - EXPENDITURE' CliASSIFICATIONS (Continued) / 



F - FUNCTION (Continued) 



2200 Support Services - Instructional Staff 

2210 Improvement of Iristruction Services 

r. ' / ■ * 

2211 1 Service Area Direction 

2212 Instruction and- Curriculum Development Services 

* 2213 Instructional Staff- Training Services 
2219 . Other Improvement 'of lAstruction Services 

♦2^20 Education Media Services 

2221 Service Area Directiori 

2222 School Library Services ^ 

2223 Audio Visual .Services ,, 

2224 Educational Television Services 

2225 Computer-Assi-s^ied Instruction Services 
2229 Other Educational-' Media Services** 

2300 ^ Support Services, r General Administration 

2,310 ' Board of Eajacation Services 

* ' (f 

2311 Service .Area Direction 

2312 . Board Secretary Sejrvices 

* ' 2313 Board" Treasurer Services ^ 

2314 Election Services 

2315 Legal ^ Services *" ^ - . 

' , 2316 Tax Assessment and' Collection Services 

2317 Audit Services ^ 
2319 • Other Board of Education Services 

2320 Executive Administration Services 

2321 Of f ice .of the SuperintehdentcS^ervices 

2:322 Community .Jtielatidns Services . 

2323 Staff -Rel5^tiohs and 'Negptialtions Services 

2-324 State and Federal Relations * Services 

2329 Other Executive Admini strati or* Services 

* . • ^ 

2400 • ^ Support Services -^iSchboL Administration - 

; , /* 24^0 Office of the Principal Services 

2490 Other Support Services School Administration 
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 

P ^ FUNCTION (Continued) 

2500 Support Services - Business 

2510 Direction of Business Support Services ^ 

2520 Fiscal Services 

2521 Service Area Direction 

2522 Budgeting Services . 

2523 Receiving and Disbursing Funds Services 

2524 Paiyroil Services 

2525 Financial Accounting Services 

2526 Internal Auditing Services 

2527 Property Accounting Services 
2529 Other Fiscal Services 

2530 Facilities Acquisition and Construction Services 

2531 Service Area Direction 

2532 Land Acquisition and Development Services 

2533 Architecture and Engineering Services 

2534 Educational Specifications Development Services 

2535 Building Acquisition, Construction, and Improve-- 
ments Services 

2539 Other Facilities Acquisition and Construction 
Services 

2540 Operation and Maintenance of Plant Services 

2541 Service Area Direction 

2542 Care and Upkeep of Building Services 

2543 Care and Upkeep of Grounds Services ^ 

2544 Care and Upkeep of Equipment Services 

2545 Vehicle Servicing and Maintenance Services 
(other than buses) 

2546 Security Services i 
2549 Other Operation and Maintenance of Plant Services 

9 

2550 Pupil Transportation Services , 

2551 Service Area Direction 

2552' Vehicle Operation Services 

2553 ' Monitoring Services 

2554 Vehicle .Servicing and I^aintenance Services 
2559 ether P'vipil Transportation Services 
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 



F - FUNCTI;ON (Continued ) 

Support ^rvices ~ Business (Continued ) 

/ 



2560 



2561 
2562 
2563 
2569 



2570 



2571 
2572 
2573 
2574 
2579 



2600 



2^0 

) 

2610 
2620 



2621 
2622 
2623 
2624 
2625 
2629 



2630 



2631 
2632 
2633 
2634 
2639 



Food Services 

Service Area Direction 

Food Preparation and Dispensing Services 
Food Delivery Services 
Other Food Services 

Internal Services 

Service Area Direction 
Purchasing Services 

Warehousing and Distributing Services 
Printing, Publishing, and Duplicating Services 
Other Internal Services 

Other Support Services, Business 

Support Services - Central 

Direction of Central Suppprt Services 

Planning, Research, Development, and Evaluation 
Services 

Service Area Direction 
Development Services 
Evaluation Services 
Planning Services 

Research Services . ' ' 

Other Planning, Research, Development and 
Evaluation Services 

Information Services 

Service Area Direction 
Internal Information Services- 
Public' Information Services 
Management Information Services 
Other Information Services " ^ 
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TABLE 3 ^ EXPENDITURE GLASSIFICATIONS (Contiivued) 



E - FUNCTION (Continued ) 
Central Support Services (Continued ) 
2640 Staff Services 



^2641 Service Are^ Direction 

2642 Recrbitinent and Placement Services 

2643 Staff Accounting Services 

2644 Inservice Training ' for Non-Instructional Staff 

2645 Health Services 
2649 Other Staff Services 



2650 



Statistical Services 



•2651 Service Area Direction 

2652 Statistical Analysis Services 

2653 Statistical Reporting Services 
2659 Other Statistical Services 



2660 



2900 



2661 
2662 
2663 
2664 
2669 



2690 



Data Processing Services 

Service Area Direction 
Sys{tems Analysis Services 
Programming Services 
Ope r at ions'^Seirvi^e s' 
Other Data Processing Services 



ypbxt 



Other Support Services - Central 

--..^J ^^^^^^ 

Other Supporting Services a 



\ 3000 



COMMUNITY SERVICES 

3100 Direction of Community Services 

3200 Community Recreation Services 

3300 Civic Services 

3400 Public Library Services _ 

3500 Custrody and Care of Children Services 

3605 Welfare Activities Services 

3700 Nonpublic School Pupils Services 

3900 Other Community Services 



ERLC 



55 



62 



TABLE- 3 - EXPENDITURE CLASSIFICATIONS (Continued) 



EXHIBIT IV-l 
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P - FUNCTION (Continued) 



4000 

4100 

4200 ' 

4300 
4400 , 
4500 

■46^00 

5000 

6000 

G - OBJECTS 
.100 

110 
120 
130 

, 200* 
300 



3-10 

311 
312 
i3i3 
314 
315 
.316 
317 
31Q 
319 

320 

321 
322 
323 
324 

^ 325 



330. 



329 

331 
332 
339 



NONPROGRAMMED -CHARGES' ^ ' ' 

Payments to Other Governmenta l Units 

. ( Within the State ) ' '• ' 

Payments to Other Gbveirnmental Units 

( Outside the Stat"e ) ^ 

Permanent Transfer from Bond and Interest -Fund 
Permanent Transfer from Worjcinq- Cash Fund 
Pe3:manent Transfer of Interest from Workin g 

Cash Fund ~ '■ : ^ 

Permanent Transfer from Educational Fund 

bEBT SERVICES ' , \ 

PROVISION FOR CONTINGENCIES 



SALARIES * 

Regular Salaries 
Temporary Salaries 
;Oyertime Salaries 

EMPLOYEE BENEFITS 

PURCHASED SERVICES 

Professional and Technical Services 
Instruction Services 

Itistructional Programs Improvement Services 

Tjapil Services 

Staff Services 

Management Services 

Data Processing Services * 

Statistical Services 

Boarta of Education ' Services 

Other Professional and Technical Services 

Property Services * 

PubUc Utilities Services 

Cleaning Services 

Repairs and^ Maintenance Services , . 
Property Insurance * ' . 
Rentals ' , 
Other Property Services 
Transportation Services * 
-Pupil Transportation / 
Travel « . ' . 

Other Transportation Services 



/ 
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TABLE 3 " EXPENDITURE CLASSIFICATIONS ('Continued) 



ERIC 



G - OBJECTS (Continued ) 

* 

340 Conununication v • 

,350 " Advertising 

360 Printing and. Binding ^ * 

390^^ Other Turchased Services - 

400 . . SUPPLIES AND MATERIALS * \ 

410 Supplies " I 

* '420 textbooks 

430 Library Books 

• ' 440 Periodicals / ' 

450 Warehouse Inventory Ad'jus^tmertt > V. ' 

490 Other Supplies and Materials / " 

500 ' 'CAPITAL OUtLAY , 

510 Land 

520 Buildings 

530 Impfovernents Other Than Duildingsi 

540 Equipment 

550 Vehicles 

^ ..560 Library Books 

' " 590 Other Capital Outlay 

600 OTHER OBJECTS ^ 

* 

,610 Redemption crfT Principal 

62Q Interest 

630 Housing Authority Obligations a 

640 ^ Dues and Fees 

650 ' - Insurance and Judgments ^ 

651 , Liability insurance 

652 Fidelity Bond Premiums 

653 Judgments Against the LEA 
659 Other Insurance and -Judgments 

690 ^ Miscellaneous Objects ^ 

700 TRANSFERS , \ ' 

710 Fund Modifications ' ' ' 

720 Transits 

790 Other Transfers 

.800 TUITION 

H JOB CLAS SIFICATION ACTIVITY 

1 Official/Administrative 

2 Profess.ional-Educational 

3 , Professional-Other 
. 4 Technical 

V . ■ 

♦57 

€4 - 



EXHIBIT IV-1 
P. 21 of 22 



TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 
H - JOB CLASSIFICATION ACTIVITY (Continued) 



I - TERM 



5 
6 
7 
8 
9 



1 
2 
3 

-4 
5 
6 
7 
8 



Office/Clerical 
Crafts and Trades 
Operative 
Laborer 
Service Work 



Fall Term Day 
Fari- Term Evening 
Winter Term Day. 
V^inter Term Evening 
Sprirrg Term Day 
Spring Term Evening 
Sumxner Term Day 
Summer'-Term Evening: 



SUBJECT MATTfeR. AREA 



01 
02 
03 
04 
05 
06 
07 
08 

09- 

10 

11 

12 

13 

14 

15, 

16 

17 

18 

19 

20 

21 

22 



Agriculture • o 

.Art ' 

Business ' ' ■ ■ . 

Distributive Educatipn 
English Language Arts 
Foreign Languages 

Healtb Occupations Education • 
Health and Safety in Daily Living, Physical 

Education and Recreation 
Home .Economics 
Industrie! Arts 
Mathematics 

.Music . , 
Natural Sciences 
Office Occupations ' 
Spcial Science:S/Social Studies 
Technical "ducation 
Trade and 'industrial Occupations 
Atliletjlcs \ ' ' 

Differ en tialized Curriculum for Handicapped Pupils 
CcJncurricuiar\Activities 
Safety and Driver Education 
Study Hall \ 
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TABLE 3" - EXPENDITUJ^ .'CLASSIFICATIONS (Continued) 



J - SUBJECT MATTER AREA (Continued) 



23 
24 
25 
99 



General Preschool Education 
.Early Childhood Education 
. Upger Elementary Education 
, Other , . * 



K - PROGRAM (Exarapie Only) 



10010 . 

10020 

10030 

10040' 

10050 • 

10060 



Drug Abus.fe 
Traf tic. Saf ety 
Environ»nent.ai Awaireness 
Geometry I ^. 
School Bus 
Work Order 
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^ ' fii&iibit IV-2 

< - Page 1 of 13 

DISTRICT 88 

ACCOUN!B CODE STRUCTURE .? 



TABLE 1 

B^IANCE SHEET ACCOUNT SUMMARY 

BAUiNCE SH EET ACCOUNTS 
' — — — — » 

ASSEIS & OTHER DEBITS 

100 Current Assets , ; 



101 Cash in Bank 

102 Petty Cash 

105 Imprest Cash . ' * 

151 Due From Educational Fund 

152 Due From BuiJ^dipg Fund 
180 Investments 

199 Other 

200 Fixed Assets 

201 Land 

202 Buildings 
204 Equipment 

300 Budgeting Accounts 

301 Estiinated Revenues 

302 Revenues 



LIABILITIES r FUND BALANCES 

m 

400 Current Liabilities 

401 Prior Years Accounts Payable 

402 Accounts Payable 
407 Tax Warrants Payable 
409 Tax Notes Payable 

434 Due to Working Cash Fund 

451 4 a'eacher Pension Payable 

452 Federal Income* Taxes Pay2d3le 

453 State Income Taxes Payable 

454 FICA Taxes Payable 
/ 455 IMRF Payable 

'456 Credit Union Payable 

457 Certificated Ins. Plan Payable 

458 Non-Certificated Ins • Plan Payable 

459 Miscellaneous Ins* Plan Payable 

460 Crusade of Mercy Payable 

461 MONY Annuity Payable 

462 Franfclin Life Insurance Payable 

463 Vauriable Annuity Payable 

464 Horance Mann .Annuity Payable 
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TABLE 1 - BALMICE*SHEET ACCOUNT SUMMARY (Continued) 
LIABILITIES FUND BALANCES (Con^inued) 



465 Aetna Annuity Payabl*, 

466 'Other Annuity Payable • 4 
467- Net^ Payroll Payable 

468 Board .Share r FiCA Payable 

469 ' Board Share - IMRF Payable 

' 470 feoard Share - Certificated Ins. Payable 
471 Board Share - Non-Certificated Ins- Payable 
" 472 Boafcd Share - Miscellaneous Ins. Payable 
473 Board Share - Other Bienefits » 

500 Long Term Liabilities 

501 . Bonds Payable ^ 
502 Interest Payable 

600 Budgeting Accounts 

601 Estimated Expenditures • * 

. 602 Expenditures 

699^ Other Liabilities 

r 

700 - Fund Balance 

704 Fund Balance <■ 
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\ ' "^ TABLE 2 ' ■ - 

REVENUE CiASSIFICATiON 



, J.311 
' X321 
1331 

1500 
• 1510 
1600 

c 

1610 

l'^20 , 
1690' 



1750 



1711 
1719 



1720 
1790 



1800 



1820 
^ 1830 
1890 



fiOCAL SOURCES 
Taxes 

Bacjc Taxes . 

1972 Taxes ' . 

1973 Te^es 

:1972 Liability Insurance Taxes 
1973 Liability Insurance Taxes 
Life ^Safety Reimbursements 
Working Cash Tax^s 

Tuition '\ 

Regular 

Continuing Education Tuition 
Sunoner School Tuition - 

Earnings on Investments 

' V 

Interest Earned 

Food Sesn^ices 

Sales to Pupils 
Sales to' Pupils * 
Other 



Pupil Activities 

Athletic Admissions 
Other Athletic Receipts " 

« , 
Fee Cairds 

. Other Pupil Revenue * 
Textbooks 



1819 Textbodk- Revenues 



Textbook Sales 
Sarle of Supplies 
Other 
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TABLE 2 - REVENUE CLASSIFICATION, (Continued) 



1900 
1910 



1911 
1931 
1932 



1960 



1971 
1972 
1973 
1991 
1992 
199*9 



Other Local Revenues 

Rentals* 

Towel Rental 

Sale' of Equipment 

Sale of Buildings fi' Grounds 

Transfers In 

y 

Principal on Bonds Sold 

Premiiun on Bonds Sold 

Accrued Interest on Bonds Sold 

Other Continuing Education Receipts 

Other Summer School Receipts 

Other Local Revenue 



2000 



2100 



2110 

2121 
2122 
2123 
2131 
2135 ' 
2136 
2141 
. 2143 ' 

2900 



STATE SOURCES 
Grants In Aid 
General "State Aid 



\ 



Transportation Aid - Regular 

Transportation Aid.^- Special Education 

Transportation Aid - Voc. Education 

Driver Education 

Vocational Education 

(Sifted Children 

School Lunch » 

School MiUc 

Other State Revenues 



3000 
3100 
3400.a^ 
3420 



3431 
3441 
3442 
'3461- 
3462 



3490 



3900 



FEDERAL SOURCES 

Non-Restricted Federal Grants ' 

Restricted. Fed^^ral Grants 

Vopational Aid 

MDEA .Title III 
Title I 
Title II 
School Lunch 
Special Milk 

' CVIS. 

Other Federal Revenue 
63 
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TABLE 3 
EXPENDITURE CLASSIFICATION 
CATEGORY WITkiN DIMENSION AND EPIC LEVELS 



■^"" fund groups 

10 Education 
20 Building * 

21 ■ Building 

'22 Sjpecial Education Construction 
^ 23 Life Safety 

30 Bond and Interest- t 

31 K Bond Series 

32 L Bond Series 

33 CDE Bond Series 

40 , Transportation . , • 

' 50 Municipal Retirement ^ 

70 Working Cash ' , 

89 Activity 

90 • 



ACCOUNT TYPE (General Ledger Identification) 
1^> Assets 

.2- Uabilities . ^ 

3 Fund Balances 

4 -Revenues 

5 Expenditures 



SOURCE-OF -FUNDS (Categorical) 

00 Local (Not Applicable) 

05 Liability Insurance 

07 Special EducationrCperations 

20 Vocational Education - General 

21 Vocational Education - Work Study . 

22 Vocational Education - Consumer Education 

23 Vocational Education - CVIS 

24 ^Vocational Education - Disadvantaged & 

Handicapped 
^ 30 Title I - PL 89-10 
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TABLE 3 - EXPENDITUJ^ CLASS IFICAT^Sns (Continued) 

> * c 

C - SOURCE OF FUNDS (Continued) 

35 Titlef^^II - PL ^ ^ ' 

36 Title III - PL'89-io" 

37 Gifted Childr^lx * * 

81 Fee Cards ' ^ ' 

84 Clubs ' ^ f 

i98 Other * ^ 

99 NA . 



D - FUNCTION 



1000 INSTRUCTION . . 

1100 Regular T cC ^rams 

*1130 High Schov.l* ' 

1200 S pecial Progr^s 
1201* ' -General Host 

1210 Gifted and Talented 

1220 Mentally Retarded 

1230 Physically Handiqapped 

1240 Emotionally Disturbed 

1250 Culturally Different 

1260 Learning Disabilities 

1280' Socially Maladjusted 
129.0 " DVR (Div. of Voc. Rehab.) 

1300 ' Adult/Continuing Education .Programs 

1310 Adult Basic Education 

1320 Advanced. Adult Education 

1330 Occupational 

1340 Upgrade in Current Occupation ^ 

135.0 / Retraining for New Occupation 

1360 / Special Interest 

137(f / Life Enrichment 

1380 ' Other Adult Education 

1400 Vocational Programs ' 

1410 Applied) Biological 

1420 Health Occupations 

1430 Business Marketing & Management 
^1440 ' Personal & Public Service 

1450 Industrial Oriented' Occupations 

1900 ' Other Instructional Programs , 
1911 Athletics/ 

1920 Drivi** Fiucation 



♦Special Account Required in our Computerized System 



TABLE 3 - EXPENDITURE CLASS iVl CATIONS (Continued) 
D - FUNCTION (Continued) 



4§91 Summer School 
4993 Gifted Children 
4999 CoCurricular 



5000 ' SUPPORTING SERVICES 

! §100 Pupil Support 

5110 Attendance and Scheduling 

5120 Guidance 

5130 Health 

5140 Psychological 

5150 ' Speech and Audiology 

520C. Instructional Staff 

{ 522p Impfpvement" of Ihstruction 

5222 Curriculutn, Development , 

'5223 In-Service Training 

5229 Other Staff Servic4s . 

5230 Educati6n Media 

5232 Library 

5233 - Audio Visual 

5235 Computer Assisted Instruct^^on 

5300 General Administration 

5310 Board* of Education 

5320 Executive Administration 

5'^Ob School .Administration 

5420 Principal's Office 

5430 Departmental Administration 

,5490 other 

5500 . Business Administration 

»5520 Fiscal 

-5530 Facility Acquisitions 

5540 Operatipn of Plant 

5550 Maintenance of Plant 

5560 Pupil Transportation 

§570 ' Food Services 

^ 5584 Duplicating . 

'5530 ' Other 

5600 Central 

^5620 Research and Developmen^ 

5630 Information 



I 
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 



D - FUNCTION (Continued) 



2640 Staff Recruitment 

2660 Data Processing 

2670 Bookstore 

2690 Other 

5900 Other Support Services 

6900 Other Coggnunity Services 

7400 Transfers to Education Fund 

8000 ' CONTINGENCY 

9000 NA 

E - OBJECT 

1000 SALARIES 

1110 Certificated - Regular 

1111 Administration 

1112 , Teaching 

1114 Director/Supervisor 

1117 Co-Curricular 

1118 Service 

1119 Other 

1120 Certificated - Temporary 

1122 Substitute/Tutor 

1127 Co-Curricular 

1128 Service 
. 1129 Other 

1130 Certificated/Additional Compensation 

1131 Administration 

1132 Teaching 

1133 Co-Curricular 

1138 Service 

1139 Other 

1210 Non-Certificated - Regular 

1211 Administration 

1212 Teaching 

1213 Teacher Aide/Para-Professional 

1214 Director /Super visor 

1215 Secretarial/Clerical 

1216 . Custodial/Maintenance 

1218 Service 

1219 Other 
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TABI£ 3 - EXPENDITURE CLASSIFICATIOiJS (Continued) 



E - C»JECT (Continued) 



1220 
1223 
1225 
1126 
1128 
1129 

1230 
1235 
1236 
1138 
1139 



Non-Certificated - Temporary 

Teacher Aide/Para-Professsional 

Secretarial/Clerical ■ 

Custodial/Maintenance 

Service 

Other 

Non-Certificated/Overtime/Additional Conip . 

Secretarial/Clerical 

Custodial/Maintenancfe 

Service 

Other 



2000 



2100 

2110 . 
'2120 

2130- 
■ 2140 

2200 
2210 
2220 
2230 



EMPLOYEE BENEFITS 

Certificated 
Insurance 
Teacher Pension 
PICA 

Tuition Reimbursement 

Non-Certificated 
Insurance 

Municipal Retirement 
PICA 



3000 
3100 
3110 
3120 
3150 
3170 
3190 



PURCHASED SERVICES. 

Professional/Technical 

Instructional 

Curriculum Development • 

Data' Processing 

Board of Education Services 

Other . 



3200 Property 

3210 Utilities 

3211, Heating 

3230 Repairs/Main tenarite 

/3240 Insurance 

3250 Rentals 

3290 other 

«7 3291 Taxes 



3300 
3310 
3311 



Transportation 
Pcpil 

Field Trips 
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) 

E - OBJECT (Continued) * 

3312 Special Education Transportation 

3320 Staff Travel' 

3322 Staff Vocational Travel 

3390 Other 

3400 Communications 

3500' Advertising 

3600 Printing/Bitiding 

^ 3700 Tuition 

3900 Other 

3902 Legal 

3903 Audit ^ . 

3904 Election 

3905 Postage 

3906 Membership 
3990 Other 



4000 



SUPPLIES/MATERIALS 



4100 
4110 
4120 
4130 

4200 

4300 

4400 

4900 



General Supplies 
AudioAisual 
Duplicating 
Food 

Textbooks 



Library Books 

Periodicals 

Other 



4901 



iundry 



5000 , 
5100 
5200 
5300 



CAPITAL OUTLAY 
Land 

Building 
Improvements 
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TABIZ 3 - EXPENDITURE CIASSIPICATIONS (Continued) 



E - OBJECT (Continued) 

5400 , Equipment ^ 

5500 Vehicles 

5600 Library Books 

5900 other 

6000 OTHER EXPENSE 

^100 Redemption of Principal 

* 6200 . Interest 

6400 ^ Dues/iF'ees 

6500 Insurance Premiums 

6600 other 

€•601 Special Projects 

6602 Sales Tax 

*• 

7000 " TRANSFERS 

7100 - Fund Mod ifications 

. 7200 . KA 

7900 Other 

9000 NA 

P - FACILITY 

0010 York High 

, 0020 Willowbrook High 

0030 Addison Trail High 

0040 District-Wide 

0050 Disftrict Office 

0090 NA 



I 
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G - PROGBAM AREAS 



01 


Alternate School 


02 


Art (02i 


03 


Athletics 


05 


Attendance & Scheduling 


06 


•Audio Visual 


Q7 


Board of Education 


08 


Book Store 


09 


Business Education (03)" 


10 


Computer Assisted Instruction 


13 


Continuing Education 


14 


Co Curricular 


15 


Cosmotology 


16 


' CVIS li . ■ 


17 


Dental Aides 


18 


Duplicating Services 


19 


Driver Education 


20 


English (05) 


21 


1 Executive Administration 


22 


Facilities Acquisitions 


23 


Fiscal Services. 


24 


Food services 


25 


Fourth •Site- 


26 


Guidance 


27 


Health Services 


28 


Home Eccnomics (09) 


29 


Host Accounts , 


30 


Industrial Arts (10) 


31- 


Language (06) 


32 


Library * \ 


33 


Maintenance of Plant \ 


34 


Mathematics (ID 


35 


Music (12) 


36 


Operation of Plant 


37 


Other Central Services 


38 


Other Instructional Programs 


39 


physical Education (08) 


41 


Principals Office . 


42 


Principals Office - Oth^r 


43 


Psychological Services 


44 


Science (13) 


45 ■ 


Social Studies (15) 


46 


Special Education ^ 


47 


Staff Recruitment 


48 


Summer School 


49 


Transportation 
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G - PROGRAM AREAS (Continued) 



50 ' Petty^Cash 

?1 Curriculum Development 

Speech Services 

53 Title X 

5< Title II 

55 Gifted Children 

5o Building ' 



J- 
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CHAPTER V . 

f , 

- BUSINESS OFFICE OPERATING PROCEDURES 

The purpose of this section is to outline the pro- 
cedures followed by District P8 to prepare input to its auto- 
mated systems. Although the procedures which follow are, in 
several cases, detailed, they are not meant to serve as a pro- 
cedures manual but only '.to demonstrate what tasks are done by 
.the District to obtain the desired results and who or what part of 
the organization is. responsible for the cbmpletioh of those tasks, 
we have included many of the forms used in the procedures and 
<feel that the data which goes on the forms is self-explanatory. 

The following sections include the budgetary, personnel, 
payroll,. and general accounting procedures. 
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Budgetary Procedure 

Budget Formulation 



* Responsibility 



Action 



District office 
(Nov. -Dec.) 



Board of Education 
(Nov. -Dec). 



District Office 
(Nov. -Dec. ) 



Principals 



(Dec. -Jan. ) 



District Office - 
Business Office 



('Jan. -Feb. ) 



1. Prepares an informal budget ' 
on a district-wide basis. * 

2. Submits above budget to the * 
Board of Education f6r their 

' . /review. . 

^3. Reviews and commits fun<3s • 

.for supplies, capita! equipment 
and textbooks based on the 
budget presented.^ 

4. . Reyiews previous budgets, 

estimated student enrollments,^ 
and other factors anfJ then^ 
allocates new budget base to 
the schools. 

5. Submit budget allocations 
' to the schools. 

6. Request budgets from depart- 
ment chairmen for desired , 
expenditures for supplies/ 
capital equipment and textbooks. 

7. Review submitted budgets ^ 
8. 



9. 



Prepares budget request in 
detail for his school. 

Submits budget request in 
detail to the District Office. 
See Exhibit OP-1. 



10. Consolidates budget requests 
in preparation for centlral-' 
ized purchasing function. 

* 11. . Prepaj?es bidding lists for 
requested purchase's. 
, ^ . . <? 

,12. Send -out bidding lists to 
prospective vendors and 
receive bids. 
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(Feb •-Mar.) 



Board of Education ^ / 
(April) , _ r 

District Office / 
(April-May) J 



* 13., Review bids with principals 
and department chairmen 
resulting in a decisicn on 
vendors. (This is done when • 
^iechnical requirements of a 
product to be purchased are 
of importance). 

14. .Issue purchase orders' by 
location. Delivery scheduled 
in May or Jxme with payment 
to be made in July.' 

15. File issued purchase orders 
in a .••hold" file for process- 

/ ing i^ the next fiscal year. 

16. Authorizes the District Office 
to develop an official tienta- 
tive budget. 

17. Develops a total tentative 
budget. i 

' Note 1: By this time the 
ma'jority of purchase bf 
supplies r capital equipment, 
and textbooks are known.. 
Salary negotiations begin in - 
February.. Thus the budget*" 
for salaries will be an estimate; 



Note li 
for: 



The budget is developed 



Salarites and Wages 
V Fringe benefits ' 

Purbhased services 
Supplies 

Capital equipment 
Other 

It is presented at the following 
detailed levels: 

* Fund 

* Account type ' 
^* Source of Funds 
^ Function 
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District Office 
(April-MAy ) 
continued 



• (June^^July) 

Board of igducation 
.(July- Aug.) 

Pistric't •Office 



18. 



* Sub-Eunction 
SubrSub-Fiinction 
^ * Object 
y^ * Sub-Object 

Sub-Sub-Object 
• * Location • . 

Department 

The asterisked dimensions above 
represent the level of detail 
submitted ^to he Board of " ' 
Education; See Exhibit OP- 2 J 

i ' 

Updates EPIC account ! master 
file with new accQunts. 

I 

^Load (update) account master 
with 'i:entative 'budge-t: figures. 
Check but Appropri^tiW 
Register. 

Receive budget, reports from the 
EPIC system in various sequences, 

Conduct b.udgetary work sessions - 
with the Superintendent and the 
Board of Education to discuss 
^d finalize the tentative 
iget. 



22.. Input to account master the 
changes resulting from work 
sessions*;. . 



20, 



'23. 



24. 



Request and receive revised 
tentative budget reports. 

Submit revised tentative 

budget to the Board of Education, 



25. Adopts budg/ejb as tentative. 

26.. Receives resuft^, of salary 
. negotiations, .state aid 

formulas" and other budgetary 
;factors such as increased 
board cohtrrbutions. . 



-District Office 
' continued 

(Sept.) 



Board'^Of Education 
(Sept.) 



• ■■ ) . 

27* ^vUpdates budget and receives 
revised budget reports. 

2B\ Submits firiaiized^ budget to,, 
the Board !of Education. 

^ .29. Conducts budget hearings. 

30. Adopts finalized budget. . 

31. Requests appropriate tax 
levies. ' ^ " 



Monthly^ 
District Office - 
Business Office 



Finaac'e Conunittee 



32.. Inputs allocation adjustments 
' to EPIC system's account master. 

' . ' J ' / 
33* ./Receives and reviews budgetary 
.reports from EPIC accounting 
system. * . * 

Note: Before these reports 
are produced outputs 'from^the 
payroll, ^ accounts payable -and 
other systems or procedures, 
are introduced into the 
budgetary files'. 

34. Reviews^ the budgetary reports- 
. inciudi.ng the bills .paid list 

with the Finance Committee. 

Note: The Finance Committee 
is comprised of three members 
of the Board of 'Education. 

35. Submits financial business, and 
reporti§ to the Board of Educa- 
tion during normal monthly 
board meeting. 
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Personnel Procedure 
Hiring Teachers 



Responsibility 
Personnel Office 

Personnel Manager ^ 



Personnel Office 



3. 




4. 



5. 



6. 



Action 

Receives written request for 
application.. 

Reviews request: 
• a. If an open position exists 
or will soon exist, the 
. Personnel Office performs 
number 3 below^ otherwise, 
b. sends letter explaining the 
situation and does not send 
application, 'See Exhibit* 
PER-1 . 

Sends tOj requestor an applica- 
tion form (PER-2) along with 
an introductory letter which 
also, serves to request addi- 
tional information from the 
applicant. (.PER-r3) . 

Note: If applicant's request 
IS deemed valuable for future 
hire another letter (PER-4j. is 
sent along with an application. 

Letter is filed- in "applica- 
tion request" file. 

Receives application from 
applicant. Follow-up letters 
are sent for various reasons. . 
See Exhibits PER-4, 5, 6. 7. 
8, and 9. ' ' i 

Files application forms in the 
application" file.. This file 
IS maintained in alphabetical 
withii) subject matter area 
order, if more than one stab- 
Dec t matter". area, a cross 
reference card is maintained- 
xn the appropriate area. 
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Personnel Office 
continued » 



Selection Process 



Personnel Office 



Personnel Manager 



7. 



8. 



Receives notification of 
e:fpansion| positions or up- 
. coming vapancy . 

If additi^pnal applications 
are dosirbd, notifies approxi- 
mately 20\ college placement - , 
offices and sends notice to the 
Office of Ithe Superintendent of 
' Public Instruction. The OSPI 
sends out to several hundred 
placement bureaus a list of 
vacancies 6n a monthly basis'. 



10, 
11, 

12, 

13. 



Sends letter- (PE^^-IO) to / 
applicants in the active^^la. 

Note: The applications are 
maintained for two years before 
dismantling. 

Reviews applications. 

Selects most promising 
candidates,. 

Sends applicants f pliers to 
principals 'for review and 
interview appointment. 

Sends letter to candidates. 
(PER-11),. 



Principals and 

• Department Chaiinnen 



14. cSet up interviews with 
candidates • 



15. 



16 



Interviews candidates and 
makes selection. 



Notifies the Personnel Office 
of selection and recommended 
salary based on their inter- 
pretation of salary structure 
and applicants credentials. 
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Personnel Office 



Principals 



17* Prepares contract for selected 
0 applicant. 

PEJl-12 if contract is to be 
signed before salary negotia- 
tions are completed. 
PER-13 if salary negotiations 
have been completed and teach- 
er will be employed for full 
year. 

PER~14 if teacher is a replace- 
ment and thus will teach for 
only part of the year. 

Receives non-selected applicants 
folders from princip^als. Holds 
until contract is signed. 

If contract is not sighed within 
10 days^ repeat steps 15-16 
until candidate acc'epts/position. 

If candidate does not accept ^ 
send letter PER-15. 

When contract is^ signed^ send 
new employee forms PER-16^ 17^ 
and 18 asking for other infor- 
mation before employee can be 
placed on the payroll. 

-22* Informs teacher of beginning 
date, of teacher workshops and 
asks for documents outstanding. 
(PER-29). „ . 

23. Sends letter of appointment to 
the Payroll section of the 
Business Office. (See Payroll 
Procedure) . 

24. Send one of several letters 
(PER 19-24) to those candidates 
and applicants not selected.^ 

25. Conduct teacher workshops. 



18. 



19. 



20. 



21.. 
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Teachers 
Principals ^ 
Personnel * Manager 



Assistant Business 
Manager 



- Substitute' Tea^chers 
Personnel Office 



Annually 
Personnel Office 



26 • At workshops , , complete 

health insurance forms, etc. 

27. Send completed documents to 
the Payroll Office* 5 

28., Meet wittj Assistant Business, 
Manager and discuss teacher 
accounting distribution (See' 
Payroll Procedure). Supply, 
a list of new teachers and 
who they replace if a replace- 
ittent . 



29. Notify Payroll, Section of 
accounting distribution of 
teachers salary. 



30. Accepts sxabstitute teacher 
applications* (PER~30) 

31. Determine area of teaching 
ability and file accordingly. 

32. Send applicatipils to Assistant 
Principals. 

33'. When stibstitute is needed 

principalis coordinate efforts 
to inform teacher and if not 
already on the payroll, have- 
employee fill' out W-4 and- send 
to' Payroll. (See Payroll 
Procedure.) 



34. Issue new contracts based on 
teachers status . 

PER— 25 for employees attain- 
ing tenure. 

PER-26 for employees still 
on probationary status. 

35. Issue salary change letter to 
teachers oh tenure. 
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Annually 



Personnel Office 

(Continued) - ^ 36. Notify Payroll Office of 

* Salary Increase* 

\ 

37* Dismantle Application files, 
based on age of file; or no 
expectation of an opening.^ for. 
specific positions. Letters/ 
sent to those whose files a^ 
dismantled, (PER 27-28) • 

Non-Certified Personnel 

The types of employees involved in this pirocedur^ are 
Clerical/Secretarial, Cafeteria, feacher Aide, Custodial- 
Maintenance, and Hall and Cafeteria mohitors. 



Responsibility 

Administrative /Assistant 
to the Principal 

« « 

Personnel . 
J 



Administrative Assistant 



Prospective Employee 
Business Office 
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6 
7 

' 8. 
10, 



Action 

Notify the Personnel Office of 
all vacancies and new positions. 

Receive applications for employ- 
ment on forms PER 31-34 • 

File applications in alphabetical 
by type: of job. 

As requested, submit to principals* 
assistants list of names, addresses 
and telephone numbers of appli- 
cah,ts. 

Set up interviews with applicants 
and h^ad of area in- need of an 
employee. 

Select applicant. 

Complete "Requisition for Non- 
Certified Personnel," form 
PER- 35. y * ' 

Send to Superintendent*^ Office. 

Complete W-4, etc.Xat the P-ayrolX 
Office. 

Receive letter of hire^ from 
the Personnel ,Cf fice to\place 
individual on the pavroli; 

,89 ; \ 



Payroll Procedures 

The payroll office issues the document "Payroll 



Procedures - Including Assignments and Deductibles", Exhibit 
PAY— 1. This document delineates the various classifications 
used, in the payroll system. 

jrhe payroll is riih on .a bi-monthly basis and checks 
are issued on the .5th and 20th of each month. 



Responsibility 
Annually 
Principals 



Payroll Office 
Personnel Office 

Principals 

Monthly 
Payroll Office 



r Action 



1. Send list of all teachers to 
the payroll office showing 
names, departments, and per- 
centage' of time to be distri- 
buted to that department^ 
(PAY 2-3) . 

2. Checks- out listings and expands 
data to include earnings data 
and employee number data. 

3. Sends out form to schools 
asking for the assignment of 
extra duties. {PAY74) . 

4. Complete, above document and 
send to Payroll Office. 



5* Receives letters of new hires. 

6. Fegeives payroll deduction forms,. 
{E>AY 6, 7; 8). Also receives ^ 
W-4's and Annuity company author- 
izations^ for payroll deductions 
froi'n employees through th^e 
companies. /j 
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Monthly . 

Payroll Office 7. 
continued 



Completes update fpnn PAy-5» 
Data completed for the payroll 
system includes: 

a. location 

b. employee number (alpha 
sequence number) 

c. date 

d. name 

e. address 

f. social security number 

g. pension code 

h. activity code 

i. marital status 
j . tax data 

k. prime pay code 

1. original contract amount 

m. title 

n. birth date 

o. date hired 

In addition the accqiinting 
distribution of the gross pay 
is coded on the form along 
with the d^.duction data. 

Note: For new employees, the 
Assistant Business Manager meets 
with the Personnel Manager to 
ascertain the accounting distri- 
bution. 



8. The above document. is keypunched 
and sent to the Data Processing 
facility where file updates are 
made and audit lists are produced 

9. Check out audit lists. 

Principals 10. Send to payroll at enc^of pay 

period a variety of p^roll 
reporting documents authorizing 
payments to be made to students, 
extra work done by teachers and " 
other employees, and overtime 
to be paid certain employees. 
Although 15-20 different forms 
are used, only PAY-9 and PAY-10 
are shown in this procedure. 



84 



91^ 



Monthly 
Principals 



10 • continued 

Note 1: All payrolls, including 
non-certified are paid on a bi- 
m6n.thly basis. Non-certified 
are- paid on a quarterly system* 



Data Processing 
Payroll Office 

'Data Processing 



Payroll Office 



Note 2: -The payroll system is 
designed to pay all persons the 
same amoun± {regular pay) every 
payroll unless instructed other- 
wise by input resulting from the ^ 
documents submitted in this step. 

11. All changes from the "status- * 
quo" ^payroll are ^inputted, via 

the "Payroll Rate/Ad jiistment" 
form (PAy-12). The presence . 
of this input overrides the data 
contained in the payroll fild 
and usually number about 1000. 

12. Run a trial payroll listing. 

13. Checks out payroll listing and 
makes appropriate corrections ' 
which are then used to run the 
payroll system. 

14. ^ Runs Payroll System. 

15. Delivers output to the Payroll 
Office. ' 

a. Checks 

b. Payroll listing 

c. Year-to-date listing 

d. Accounting distribution 

e. Check register cards - 

16. Distributes checks to. various 
locations for distribution. 
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General Accounting Procedures 

The general accounting procedures are* presented below 
in three sections; receipts, disbursements, and investments. The 
accounting system (EPIC) is used^ as the data processing system. 
Control is maintained by the treasurer's mr.xntehance of a cash ' 
flow ledger by fund and b^nk, ' This cash flow ledger must be 
accessed befoi:e approving any of the EPIC accounting reports . to 
check out balances. • ^ 
Receipts 

j 

Responsibility ' \ Action 

Business Office ^ 1, Receipts from stata and locals 

* . sources are received by the 

Business Office. 

^ 2. Record each receipt on a two 

part deposit slip for specific 
banks, 

3. Send one copy to bookkeeping 
dep'artment, 

4. Send one copy to treasurer, 

, 5. .^ Endorse r€i:eipt and enter totals 
'in. cash-flow ledger. / 

6. Receive cash from students. 

Deposit in appropriate banks^ 

8. Send copy of deposit slip to- 
Business Office. 

9. Route deposit slip to treasurer 
for recording iij cas^h-flow 
ledger and then to bookkeeping 
department. 



Treasurer 



Schools 



Business Office 



I 
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• Monthly 
Bookkeeping Department 



Data Processing 
Bookkeeping 

Qisbursements ' 

Respons ibi 11 ty 

Teachers , Managers , 
Principals, etc. 



Department Chairman, 
Prdncipal 



Schools Financial. 
Secretary 
(Daily) 

Business Office 



Financial Secretary 



10. Code all receipts ,f investment 
ti:.|insactions, and budgetary 
allocation adjustments. 

i 

11. Keypunch, and enter data tb 

EPIC system. 
* » 

12. Run transaction register. 

13. - Check out transaction register 

and "OK" entrance of ^Qata i:o 
the EPIC sys.tem. 



Actigon ^ 

Prepare purchase orders indicating 
items , prices , Vendor , etc . 

Note: P.O. 's' are color coded- 
by school. ^ ^ 

Send purchase order to depart- 
ment ^chairman,*, principal for 
approval. 

Approves purchase order if 
sufficient funds are available. 

Gives purchase orders .to schools 
financial secretary. . 

Calls Business Office and obtains 
a purchase order number for each 
purch'ase order. . . * 

Gives financial secretary* pur- 
chase order number and posts 
amount and vendor on a' purchase 
order^ log. 

Retains copy of purchage/order 
and serlds the remaining copies 
to the Business Office. 



Business Office 



Keypunch 

(weekly) 



Schools 



Business Office 



8. Checks to see if account to be 
charged has enough money in it 
and if so releases purchase 
order* to vendor / 

9* Sends purchase order to key- • 
• punch for ericumbrcmce iiiput 
preparation for the EPIC system. , 

10. , Keypunches encumbrances and sends 
to Data Processing' for input to 
the EPIC^'ericSumbrance subsystem 
of the accounts payable system. 

11: Receive 'merchanidise orcfered^ 
and if satisfactory signs a' 
copy of the purchase order as 
received and forwards to the 
. Business Office* 

12. Receives invoices from vendor. 

13. Files invoice untxu;. apptoyed 
'•received" purchase drdei- is 

• received from th'e schools. 



Keypunch 



Data Processing 



14. 



15. 



16. 



17. 



18. 



Compares invoic^ to original 
purchase order and receiving 
records verifying extensions. . 

When invoice is in order sencls • 
to keypunch 'fo^r preparation 'i>f 
input to. the EPIC accounts * 
payable syst4m, " 

• • 

Keypunch from invoice. • , 
a. looks up vendor number from 
list. If name is present, 
assign one and prepare input 
tp the vendor file. 

Send encumbrance's and invoices - 
to be paid to the data process- 
ing facility. , 

Runs accQunts' payable register 
for check out. 
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Business Office 



Assistant Business 
Manager \^ 

Treasurer 



Business Off/ice 



Data Processing 
• (Monthly) 



19 • Checks out accounts payable 
regis'ter. If OK give "go 
• ahead" to Data Processing. 



20. 



21. 



Run Accounts Payable System 
- a. checks , 

b, treasurer'^s list of bills ' * 

c, check reconciliation cards 

d, encumbrance liquidation reports 

— — * 

Compares, checks to invoices*' If 
OK submits bills payable list ^ . 
(list of checks written) to the 
Assistant Business^ Manager for 
approval, - Z'' 



22. 



23. 



24. 



25< 



26. 



27. 



/ 



^ds to 



Approves list and s 
treasurer. 



-Reviews checks against, bills 
payable list aita authorizes 
'Signatures tp/be made on checks. 

Records ^ disbursements; in the 
cash f loW/ ledger . 

/ /■ 

Runs ch^ScHs through check 
signing machine. 

Separates three part check. 

a. Original check sent to 
vendor with copy of the 
invoice ^ 

b. Second part attkched to 
original invoice and pur- 
chase oiJder and filed 

c^ Third copy filed in binder 
, Jlh numerical o|rder 

Runs remaining accounting and 
budge t;^ary ^reports in EPIC 
system and sends to Business 
Office. Input into the system 
will at this, time include the 
payroll distribution. 
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Business Office 



Treasurer 



V 



28. Checks all totals' to contrcj. 
maintained in cas^^low_ ledger^ 

^■If' OK, instruct^/^Data Process-^ "' 
- ing to prepare; "iy stem for v next 
month's transaction inputs. 

29. Prepares treasurer's report 

an4 submits to finance 
committee ^fojc presentation to 
,the Board of Education.' 



Investments 



*funds. ^ ' 

Responsibility 
Treasifrer 



The treasurer is authorized to invest all excess school 



Business Office 
. fMonthlyX 



1, 
2. 



Action 
Invests funds; 



Records investment in ledger 
indicating cost, darte and' type 
of investment. 

When investment liquidated;, 
jfecord receipt in two amounts:, 
original cost and interest 
received. \ 

' \ 

Report iiwes'tments on monthly 
Treasurer's^ Reoort. 

Keypunch; and I enter investment 
transactions! in EPIC accounting 
system'.. 
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PROGRAM Bu6gET 
^ • 1973-74 



J c Location 



B.' Program/Dept, 

C. TG^tal of class periods . \ * 
^ of ir^struction, ^ 



D/ .Total # of students enrolled 
' in the various class 
periods 



" ^ . EXPENSE CLASSIFICATION. 

SALARIES / ' ' • . • 

REGULAR 

» * , ' ^ 

1'. ^ Directors/Supervisors ^ Local Sources- 

tl. Teachers ' _ Local Sources 

•••..3.* Para Eros/Teacher Aides - Loral Sources 

>4'i . Para'\ Pros/Teacher Aftdes - Disadvtgi. and 
■ ha^icapp|d.^ ^ / 



• Seoretfarrai/crieri'cal ^ '.r Local Sources 

I 'I , ' . 

6.^ S^(^et^tial/Clerlcai -Disadvtgd. and 
handi .capped 



. / -Total 'Regular Salaries 

TEMPORARY >. • . ' ^ 

7 . Tutors '. - Local Sources 

' Vs. Tutors I ■ . .< '-/bis'advtgd. and 

•? * handicapped 

; ^9. Substitutes . - Local Sources 

^ * Total Temporary Salaries - 

1 • * \ 



92 99 



OVERTIME/ADD. COMPENSATION 
10 • Overtime /^dd . Comp . 
11. Overtime/Add.Corap. 



12 . ^ Overtime/Add • Comp / 



- Local* Sources 

-'^'Disadvtgd • arid 
Handicapped j 

- Voc." Education 



Total Overtime/Add, ^Compensation 



Total Salaries 



EMPLOYEiS BENEFITS 



13'. IMRF 

14. PICA only 

15. pert. Ins. 

16. Non Cert. Ins. 



- 'Local Sources 

- Local Sources 

- Local Sources. 

- Local Sources 



Total Employee Benefits 



' PURCHASED SERVICES 

17 . D^ta Processing 

18. Repairs & Maint. 

19. Rentals 

*' ' 20*. ^ Travel-Pj^pils 
21. Travel-Staff 
22*1 Travel-Staff^ 
23. ,6ther 

Tox.al 



- Local Sources ' 

- Local Sources*' 

- Local Sources 

- Local Sfeurces . 

- Local Sources 
Voc/ Education 

- Local Spurces 
Purchased Services 



SUPPLIES AND MATERIALS 

2A. General Supplies ^ 
25 General; Supplies 



- Local Sources 

- Fee Cards 



General Supplies 



27. General Supplies 

28. Textbooks 



Disadvtgd-.. and 
^" Ilandifcapped 

-r Vocational Edu- 
cation 

» 

^ Local Spurccs. 



29,. Audio-Visual Supplies - Loc?al\sources 
30 C Duplicating Supplies ^'^ Xocal 'Sources ^ 



3L. Other ^Supplies 



iiOco'l Sources 



Total Supplies & Materials 



ITAL OUTLAY ^ 
^ ^ 32 r Capital . Outlay 
^ 33 . Capital Outlay 



- Local Sources 



- Disadvtg^. and . 
Handibapped " " 



34. Capital, -Outlay • ^ - Voc. Education 



TotaL Capital*' Ovtlay 
TOTALS-EXPENDITURE; BUDGET 
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COMMUNITY HIGH SCHOOL DISTRICT 88 

1250 SOUTH AtOMORE AVENUE • VlUA PARK, lluNOIS 60181 • OU PACE COUNTY 

TERRACE i-9400 > 



JOHN R. THORSON AD^DISON ^RA*IL HIGH SCHOOL 

V;p*r.nttndtni " WILLOWBROOK H I G ^^ SCHOOL 

YORK COMMUNITY, HIGH SCHOOL 



This will^acknowledge, receipt of your recent inquiry concerning a 
teaching vacancy in High School District 88. 

At the present time we do not have a vacancy in your field, of 
specialization, however, when a vacancy occurs for which you might be 
considerc/d a candidate, we will contact you to leafrn of your availability , 

Thank you for your interest in our school system. 

, ' * Sincerely, 



Bert H. Michelse'n 
Director o; Personnel 
eHM:lb , . , , 
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.Community High School District 88 



1250 SOUTH ARDMORj AVE. 
VILLA PARK. ILLINOis 60181 



Your application will be kept strictly confidential. Please complete it with 
or request thai it be sent to PEF 
VILLA PARK. ILtlNOIS60l8K 

Teaching position desired (subject area) 



{^tx Choice) 



(2nd Choice) 



Name , 



Last 



First 



Date of application 



Present or temporary address 1 



City 



SX9Xt 



Zip Code 



Until 



Area Code 
Telephone No. 



PermaTnent Address 



street 



City 



State 



Zip Code 



Area Code and Telephone No. 



Social Security No* 



Do you have an Illinois teaching certificate? YesQ NoQ If yes, what type? ^ 
List other teaching certificate(s) held _ 

""^Highest degree now held 

Now a candidate ioL ; degree 



Semester hours earned beyond that degree if any 



To be conferred on or about 



* Total years of contracted Jeaching experience 
Military Service ] 



Years 



Months 



NOTE.: 



ONLY FIRST PAGE OF APPLICATION 
.form' INCLUPED WITH THIS DOCUMENT. 

'94 
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FOR PRINCIPAL'S USE ONLY 

Teaching Experience 

Military Experience 

Degree 



+ Sem. Hrs* 



Experience Allowed, 

Salary Scale Step 

Salary $ 1 



PER - 3 



'^f*'^' \ . COMMUNITY HIGH SCHOOL DI%TRICT 88 '": ^ 



1250 SOUTH AtOMOUE AVENUE • VILIA PAtK. ILLINOIS *01U • OU PAGE'tOUNTY 

TE««ACI 4-9400 



JOHN THORSON 
• Sup«rint«ndtnt 



ADDISON TMAIL HIGH SCHOOL < 

r ^ J 

WIltOWaROOK HIGH SCI^I'OOL, 

YORK COMMUNITY HIGH. SCHOOL 



ERIC 



In reply to your recent * inquiry.^ YES> we have a vacancy in your field I . 

We are extremely Interested in maintaining high caliber personnel and ^ 
will, therefore, appreciate receiving a complete and accurate account 
of your qualifications. 

t 

Enclosed you will find our application form- Please' complete- it and 
return it to our Personnel Of f ice-within 10 days of the above date to 
confirm candidacy. In addition we require tU^ following: 

Up-to-date transcripts of coll'e^ credits (1 copy each) 
'^Xf 70U have personal copies, on. hand .thoy are acceptable at this- 
time for' evaluaition of your candida^cy) * , 

Credentials from your iUacement Bureau or (4) letters of 
recommendation. ^ * • 

' No interviews wiil be held until the above items are -filed. 

\ ' ' ' - ' 

After this office has, received ail items, your file wilia^e reviewed 
and if you have the background and qualifications for the vacancy, your 
bolder will be sent ^to the' principal's office. If not you will be 
notified promptly of dacision concerning your candidacy- ; 

After a folder has been sent to on^ of our scfiobls, that school will call 
or notify yqu*of ^interest i,n scheduling ap. interview. 



Thank you for your interest in our school 

4f 




.95 



Sincerely, 



Bert' H. Michelsen 
Personnel Manager 



/ 



BH!4:lb 



Mil 



/ 



;., ••■ . COViMUWJTY 'HIGH' SCHOOL DfSTRICT 88 

'■>■.. . """""'""""'"'""""'•••"A'*"". i.;'~oi«."i., ._D„-,.o,:sou^„ 

* " ' . TfttACt 4.9400 ^ * ^ 

\J0HN R IHOR50N . Ar^l.*.^ • 

• S™o..n, <i • ^ ' , ADDISON TRAU MiOH StHOOl 

I . ' - ^ • WIllOWBROOK H<GH SCHOOL 

YORK COMMUNITY HIGH SCHOOL 



5!? fol'lw-up on your. part on the originul ' UtUr of 

iSSfJ'I u K *dy^"d that tht. vacancy for which you , 

applied has been filltd, : . ^ ^ 



Thank you for your interest District 88, 



B:iM:mh 

r 



, Sincerely'; 

, * , ^ *^ » ' * 

Bert H. Michelcen 
Director of Perton'nel 



MXVa-1 
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E''*^- 'r- •■ COMMU^JITY" HiGft SCHOOL- DISTRICT '88 

. ; laso SOUTH AtOMOtE AVENUE • VIllA PARK. IlllNOIS AOUl^vOUf AGE COUNTY 

\^ . tV»i,**b * ^ « TERRACE 4-9400. ^ V . . • 

-VJS^V^ JOHN R/THbRSON • - AOOI^ON TRAIL HIGH SCHOOL 

, »<» . Swp«finttndtnl^ ^ ^ .y^ 1 1 1 0 W 0 R..O O K HI.<J H SCHOQL 



■■. , ...J- 



\ , York "COMMUNiT.Y hiqh school 



This will acknowledge receipt of your recent inquiry concerning 
a teaching va^cancy in High School District 88| 

At the present time we do not have a vacancy in* your fields of 
specialization. If one should ocqiir within the next thirty days 
for which you might be considered a^candidate, we^will notify you 
and'checjc on your availability. . 

» * « 
If you do not hear from us, within that period of time, it will be 
your responsibility to inquire again at some future date if still 
intere^ed . 

Thank you for considering District 88. ^ 

' • % ' Since^rely, 



BHMrdh 
MI-D 



Bert H. Michelsen 
Director df Personnel 



97 
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COMMUNITY HIGH SCHOo'uDISTRICT 88 

T e ■ A r i: J i o J r. • • 



' 4 : • \ 

JOHN*R THORSON ^ ^ 
Suptrmtendcnt * . ' 



ADO^fo^lTRAH H'IGH SCHOOL 
WULoWaSoOK HIGH SCHOOL 
YORK COMMUNITY HIGH SCHOOL 



Theto has not been sufficient foUo»-yp on your Jart on 
your original letter of application for us ^o £cel"l,™ 

i;:«":„r„"tui""''"'"^ '".'"^ ---^^ -"=^5" 

s 

Ict?vp ^hat your file is now considered in- 

an ^" '^^^ ^"'^"i'" y°" have located, 

an assignment to your liking. ' -ly^-dcea 

« . Sincerely, 



Bert H. Michelsen 
Perronnel Manager 



BHM:dh . 
MlVa - 3' 
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COMMUNITY HIG.H SCHOOL, DISTRICT, 88 

1250 SOOTH AlfOMORE AVENUE * VlUA PAUK. ILLINOIS 6pl8lj 00 PAOr COUNTV. 



JOHN R THOMSON 



T5.RRACE 4.9400 



ADDISON TRAIL HIGH SCHOOL 
WILLOWBROOK^'HriGK SCHOOL^ 
YORK COMMUNITY ,Hip«^ SCHOOL 



Since you first coutacued us, a vacancy has occurred xn your ex&Jd 
of teaching opccializatiou. If you wish to bo considered for this 
position would, yo'u please see chat we receiv- the followms: / 

( Up-to-date transcripts of coUcce credft-s (-l copy cacfi)- 
( ) Creil{intials from your placcnient bureau 

'kfter these are received ar.d we have given full' considerat).on to . 
your qualifications ,! we wil,l contact you wi';h rcp^ard to an .interview. 

- * * ' Sivicerely, 



i 

BHM:11'. 



Bert H. Michelsen \ 
Director Xi^ Personnel^ 



1(>8 



Mill 



/ 



** 

* 
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■ COMMUNITY HIGH SCHOOL DISTRICT 88 

^ m. SOUTH .,o«o.i «y,N.,.. V,.,. ,^„„<„, „,„ . ^^^^^ 

TERRACE 4.9400 



JOHN R. THORSON 
Supertnfendtnt 



5^ , 



A^DfOISON T^AU HIGH SCHOOt \ 
WlttbWBROOK HIGH SCHOOt 
YORK COMMUNITY HIGH SCHOOt * / 



A . .. 



Rece^ntly -we sent you.an -application for a teaching position in our 
"^^Jt^-S^-^ - - you Havr 



If you- are no longer interested in applyin'> for a noc-t Mn„ -r^ • 
•District, would-you please let us know' L ^ a position in our 

• Inv't'ranl?''^ '""^ '^^^^'"^^ wx.ll automatically ;eturn 

any transcr.:,pts. or credentials we have ^in-.our files 

Since.rely, 



BHM;lb 



Bert H. Michelsen 
Director of Personnel 



ERIC 
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COMMUNITY HIGH SCHOOL DISTRICT 88 

1250 SOUTH ARDMPRE AVENUE • VUlA PARK, I til NOlS^-^OXai^PU PAGE COUNTY 



TERRACE 4^9400 



JOHN THORSON 
Supermtendent 



ADDISON TRAIL HIGH SCHOOL 
WILLOWBROOK HIGH SCHOOL 
YORK COMMUNITY HIGH SCHOOL 



In response toL^ur recent £notiirv,^bG assured that ire have 
your application bl^nk^'on file.' Any other supportive T>apers 
may have had in the'nast have been returned- transcripts to you, 
credentials' to yoftr nlacen^^ht bureau- If return was not required 
by your bureau the credentials haye been destroyed. 

At this tiire any biiildinr of your complete file (application 
blank, trai^scri^ts and credvintials) will of your wm choosinR. 
We do not have a knoT-m vacancy in your field at present. Concern- 
iTlg transcripts,* nhotocopias ?.re acceptable for file and any subr 
sequent interview in the event of a vacancy. ^ ' 

Your completed application has Been returned to ^n active ^ 
file and you ^^ill be notified when ''.re are seeking instructors in 
ypiir field. . 

Sincerely, 



BlC^tcw 



101 



P.ert II. r^ichelsen 
Personnel ^^anager 



i 
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COMMUNITY HIGH SCHOOL DISTRICT 88 

1250 SOUTH AKDMORE AVENUE • VILLA PAHlc/lLUNOIS 60181 . OU PAGE COUNTY 

TERRACE 4.9400 . 



JOHN R. THORSON 
Sup«rmtcnd«nt 



ADDISON TRAI'l HIGH SCHOOL 
WIU0W8R00IC HIGH SCHjOOt 
YORK COMMUNITY. HIGH SCHOOt 



You Are cu'^rentlxin our active file. We have just posted a vacancy in 
your lie-W -for next school year. Thus this tracer of your availability 
and interest is sent herewith. . ^ 

The enclosed form letter tells what is needed to have your^andidacy 
considered if you are interested-.. ^ - — J- 

Shcald ve War nothing from you within tiro .reelis of the abovo date any 
paper? on hand «iU automatically be transferred to an inactive file. 



A- 



.BHM:lb • 



Sincerely, 



Bert H. Michelsen 
Director of Personnel 



102 
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COMMUNITY HIGH SCHOOL DISTRICT 88 . 

1250 SOUTH AROMORE AVENUE • VILLA PARK, ILLINOIS 60181 • DU PAGE .COUNTY 

TERRACE 4.9400 , 



JOHN R. THORSON 
Svp«rintendent ^ 



ADDISON TRAIL HIGH SCHOOL 
WILLOWBROOK HIGH SCHOOL 
YORK COMMUNITY H|6H SCHOOt 



I 



You elected to end in all your materials at an earlier date. 
Please be advised that currently there is a vacancy in your 
field' and your folder has been forwarded to 



Addison Trail 

Willowbrook 

York 



If you aire not available for employment for next school year, 
please so ad-^ise. If available, be advised that after .the 
scho<5i has had sufficient^ time to evaluate your folder there 
will be communication with you. 



Sincerely, 



/ 
/ 



BHM:dh 



Bert H. Michelsen 
Personnel Manager 



MVIIF 
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■ COMMUNITY HIGH SCHOOL DISTRICT 88 
' Du Page County, Illinois 

TEACHER VS CONTRACT " 
FIRST FULL TERM OF EMPLOYMENT 



Dls^r^.f«^\"^^of 1°^^^° """^ «=he Board of Education of 

District Number 88.. Du Page County, and State of Illinois, and 

that the said — * legally qualified teacher. 

shall be employed for 



the school year 



for the annual basic salary of" 



Degree and placement on Step 
current salary schedule. 



this salary based on 
, Scale 



of the 



IT IS FURTHER AGREED that this contract is subject to' the 
school laws of the State of Illinois and the reasonable and lawful" 
regulations of said Board. iwrui . ^ 

of ^>,.' f ■ ^"^I'l'Y AGREED and understood that the provisions 

of the Board^Policy Regarding Certificated Personnel of this School? 
lu existing atid future amendments thereto, and all' 

^f-fc^'u ^"'^ regulations, with regard to operating - ' 

saxd .School District during the term of this contract, arl to be - " 
construed as a part of fchis contract and incorporated herein by 
reference, the same as if such regulations were set forth in full ' ' 



A- 



" ^TT' '° and Nay vote taken and recorded at a lawful 

meeting of the said Board of Education held at Villa Park. Illinois. 

« ^ day of . ^10 «ju j-'i 
said Board of Education, this contract U "^^^hU " "'" d^v 
^ 5 19 . . 



Teacher 



President, Board'of Education 



Secretary, Board of Education 



Note: If not returned to ^ 
District 88 Persoonel 
Office within ten days 
thl^s contract will be 
considered null ahd void. 



/ 



384AS (First Year) 



104 
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.COMMUNITY HIGH SCHOOL DISTRICT 88 
Du Paga County, Illinois 



( 



TEACHE|l''S CONTRACT"''- FIRST FULL TERM OF EMPLbYMSNT / 

^IT IS HEREBY* AGREED by a^d between the 'Board of Education of Distijict _ • 

Number 88, DuPage County^ and State bf Illinois, and * . ; - 

a legally qu£\lified teacher, that the said , i shall be 

employed for'^the 'school year ^Ji >i for the annual.basic, salary of 

$ ^ * * - > this salary baked on . ^ ^ 

Degree and placement^ oh. Step _j ^ Scale of 'the 

current salary SQh6dule^ subject to any adjos,|incnt for said Step and Scale should 

a new salary schedule be agreed upon. > . ^ # ' I « 

IT IS FURTHER AGRI^ED that this contract is subject «-to the school laws 
of the State of Il>iinois and-^ the reasonable and lawful regulations of said Board, 

^ ^ IT IS ,HEREBY\MUTALLY AGREED and *understcfod that the provisions, of the 

Board Policy Regarding Certif icate'd Personnel of thf^s School .District , and all 
ek^jS ting and futiire , /amendments'* thereto, and all other policies and rules and ^ 
regiSlat?ions with r^egard to operating said School Distr^jLct during the cerr^ of this 
conti:act,\ire to be\cons^trued as a part o^ this contract and incorporated. herein 
by re'ferencrQ, /the sane as' if such regulations X7ere* s.et<^ forth in full herein. 

Pursuant to 'an Aye and Nay vote taken and recorded ad a lawj^l meeting 

df feh^ said Board of Education held- At Villa Park, Illinois, on the ^ 

day o*f V? » ' " y 19 > and by order' of said Board of 

Education, this coi^itract is executed this . "flay of > 

19 . . . 



Teacher 



.President,' Board of Education 



-Note: If not returned to District 88 
'* Personnel Office within ten 
(lafys, this contract will be 
considered null "and void. 



Secret^ary, Boatd 'of Education 



384-A (Initial Full Tc^^) 
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co^i^IUT^IXY high sciiool district 83 

Du^Page County, Illinois 
TEACHER'S CONTRACT - PARTIAL SCHOOL TERM 



» IT IS HEREBY AGREED^by apd between tfie Board of Education of DistfiQt. 

Number 88, Du Page County, and State of "Illinois and _^ 

a legally qualified teacher that, the said - ^ , . ^ , shall be 
employed^ for the remainder of the .school year . , ' > at pro-tated 

annual basic salary^of $ . \ - - specifically, V. , * , for 

1 this salary based on^ ^ . " ' Degx'ee • 

and placement on Ste^ / Scale ' ' of the- current salary 

schedule. ^ . ^ 

IT IS FURTHER AGREED' that thi^ contract is subject -to the-school 'laxvs 
.of the State of Illinois and the 'reasonable and lawful regulations;^of said Board. 

'IT XS HEREBY MUTUALLY AGREED and Understood that 'th> provisions of the 
Board;Policy Regarding Certificated Personnel of this , School District', and all 
existing and future amendments* thereto," and all other policies and-. rules and 
regulations with regard to operating said School District during the'temi of - 
this contract, are to be construed as a paVt of this contract. and incorporated 
herein by referen^ce, the same'as if suc> regulations were set forth in full " 
herein^ 

. This contract being for only a ^partial year, contracted time does not ' 
count toward- tenure status. . . * - » 

Pursuant to an ^^^IthnH Nay vote*"taken and recorded at a lawful meeting 
of said Bo-ard of Educa^^ held at Villa Park, Illinois on the* / 

— , . , 19 ai^d by order of said Bbard^of Educa'.tion, 

this contract is executed this / .day of . ,19 , ^ 



President, Board of Education 




Note: If not returned to District 
88 'Personnel Office within 
ten days, this contract v;itl 
' be considered null and void/ 



Secretary, Board of Education 



384B (Partial tfi^ar) 



1Q6 
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.COMMUNITY HIGH SCHOOL DISTRICT/SS ■ 

1250 SOUTH AROMORE AVENUE • VILLA PARK, ULINOIS 60181 • OU PAGE COUNTY 
; TF.RRACE 4-9400* 



JOHN R IHORSON 
Superintendent 



ADDISON TRAIL HIGH SCHOOL^, 
WlUOWBRpOK HIGH SCHOOL 
YORK COMMUNITY HIGH SCHOOL ^ 



* Congratulations on accepting an ?.ssign;nent of your choice. 
We are returning herewith pertinent papers. Thank you for 
hayinl considered District 88. \ ,x 



Best wishes for future success. 



Sincerely. 



Bert H. 'Michelsen 
Personnel Manager 



BHM:dh ^ . \^ 



MlVe 



ERIC 
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Bert H. Mlchelsen, Personnel Manager 
COMMUNITY HIGH SCHOOL DISTRICT 88 
1250 S. Ardmore Avenue 
Villa Park, Illinois 



The following items must be sent to the personnel office of District 88 &8 soon as 
possible: * - « 

1. Vrite to the office of the Educational S.ervice Region (DuPaga)* for infor- 
mation on how to secure an Illinois Teaching Certificate if you are coming 

trom out of state.. If you are now teaching- in Illinois ask. f ot information on re- " 
certificate in DuPage County and please see ^hkt the. personnel' off ice - 
receives your certificate. It must be on file in the personnel office . 

2. Send us two official copies of your college transcripts, both undergraduate 
. and graduate credits; Do not have your college (s) send transcripts until" 

your degree has been entered on them. The transcript you nav have sent one nf 
^ e materials for your consideration in applicatidn will rnn«t<M.rp p artial full- 
fillment 6f this re-quirement if it i s an original official copy and contains upon 
It all your credits and shows the attainment of vour ^^fj ^r^f . ^ 

3. The Illinois School Law requires a. tulierculin test not over sixty days old 

1 rl/ ^^^^^ ^"^^^ """^ ninety days old' to be filed with the per- ' 

sonnel office before you assume, teaching duties. 

4. We are also enclosirig a health examination' form. ' Please have this form 
filled out by your Family doctor and return it to us. 

5. W-.4 and ILW-A withholding tax statements have been enclosed. ' Piease com- 
« plete and return these to the personnel office promptly. 

.6. Pension form if applicable and Teachers' Service Record data. 

.7. In order to. complete your office personnel file in the District Office we 
will need a small application size photograph of you. -Please send one to 
the personnel offic'fe. 

8. We have one set of your credentials on flie. .Have another set sent to-the 
, personnel of f ice from your? college placemaht of f ice. The reason 'for two 

sets of transcripts and credentials is that one is for the District Off ice and 
one for the Principal's Office . ~ 

9. Photostat of Arined Forces discharge papers are required if placement 'on 
salary schedule gives credit for military service. 



10. Experienced teachers should complete attached form which permits us to 
; request statement of previous teaching experience to complete your pro- 
fessional file-. f J i M.U 



BHM:lb 



. end. 2 copies of contrkct " *Mr. Merrill Gates, Superintendent DuPage 
1 health form County Educational Service Region 

'1 W-4 and 1 ILW-4*Forra p. 0. Box 500 

1 Pension form Wheaton, Illinois 60187 

/ • Phone: 682-7150 (Area Code 312) 



*ER • 17 



NAME 



COMMUNITY HIGH SCHOOL DISTRICT ^3 
1250 So. Ardinore Ave. 
Villa Park, -Illinois 

MEDICAL HISTORY AND EXAMINATION 
POSITION 



SCHOOL 



I. HISTORY: To. be completed by applicant prior to rae^dical .examination. 
*Past Illnesses: ' i • 



Reasons for -absence past year^ 
Are you under medical care? 



it so, icate reason_ 



Are you takins^njedication?_ 



If so, what medication? 



Immunization Status - give most recent date: 
Smallpo x > . Oiiphthervi a T etanu s' > Folio. 



Tuberculosis Status: A report of chest x-ray or , tuberculin test must 
be on file in the Superintendent's Office on or before September 1st. 
Test or x*ray must 'be within 90 days of presentation of report. 

THE ABOVE STATEMENTS ARE TRUE AND COMPLETE TO THE BEST OF MY KNOITLEDGE 
Date * 



Signature of Apiplicant 



ir. MEDICAL EXAMINATION 

Abnormal findings^ 



\ 



Recominen(Jations_ 



Ic^ a subsequent examination advisable?^ 



On the basis of this examination, I believe the above person to be in 
^Qod health and able to perform duties of his/her position in the high 
school. < 



1971 



ERJC 



Dace 



M.D. 



SignatOre of Physician 



109 



.118. 



SERVICE RECORD INFORMATION ' 



As the following items are not permitted on application blank* , will 
you please give the. following Information, it Is used In subsequent 
reports we are called upon to file. 



NAME: 



DATE OF-BIRTn_ 

MARITAL STATUS. 
Thank yoxx* 



llonth 



Ifay ^ Year 
NO. OF DEPEKDBITS' 



/ 



110 



119 



PER - 19 



COMMUNITY HIGH SCHOOL DISTRICT 88 

laSO SOUTH ARl^ORE AVENUE • VILIA^PARK, IlllNQIS 60181 • OU PACE'COUNTY 



TERRACE 4.9400 



JOHN R. THORSCN 
Superintendent 



ADDISON TRAIL HIGH SCHO,OL 
WIILOV/BR^OK f/iGH ^CHOOtV 
^ORK COMMUNITY HIGk SCHOOL 



We had correspondence recently from you concerning a 
vacancy in District 88. Please be advised that that 
vacancy no longer exists. 

Thank you for your interest in District 88. 

Sincerely, 



BHM:dh 



Bert H. Michelsen / 
Director of Personpel 

/ 



MIN 



120 



COMMUNITY HItSH SCHOOL DISTRICT 88" 

Uio'SOUTH AtOMOtE AVCNUr* VlUA fAtX, lUlNOIS 601tl . OU FAGE COUNTY 



TEttACE 4.9400 



» JOHN THORSON 



^ ADDISON TRAlf'HiGH SCHOOL 
WIlLOW^RpOJC HIGH' SCHOOL 
YORK COMMUNITY HIGH SCHOOl' 



This t*ill acknowledge receipt of your rec!eri^inquiry concerning % / 
teaching' vacancy in* High School District 88. 

On the basis of interviews already held § decisi^on will be reached 
in the vacancy to which you referred. 

At the present time wa do not have .another vac^ancy in your field of 
specialisation; .however, when a vacancy occurs for which you might 
be considered a candidate /»we. will contact you to iearn of your 
availability. . .. . 

Thank you for youif -interest in.aur school system-. 

. , * Sincerely, \ '\ . . 



Bert Michelsen 
* ■ . / Director of Personnel 

BHM:dh . ' • • ' 



112 



MIF 



COMMUNITY^ HIOH SCHOOL DISTRICT 88 

1250 SOOTH \R0MO«E AVENUE • VUlA PARK. lUlNOIS 60181 • OU PAGE CO'UNTY - 

*i TERRACE 4.9400 



iOHN-R ThORSON AOOISON TRAIL HIGH SCHO.OL 

Wr»««fndr«t * WILLCWBROOK HIGH SCHOOL 

YORK COMMUNITY yiOH SCHOOL 



You are av/nrc of the large- number of applicants for each 
vacancy listed this yc^r. Employers j^ave many choices in 
weighing relative scrunj;th5 of applicants. * / 

In ^a way it makes it easier to reassure the candidate that 
the competition is really keen and it -is no reflection upon 
'competencies that somoonc else will bo appointed. Wc» are " 
roturnLi^g all personal items tu 'you and your credentials to 
your j^accmcnt office. We appreciate your willingness to 
have been considered here, /We regret that volume of .applica- 
tions precluded' the possibility of scheduling^ interviews for 
all Cr'sndidates . * • ' *^ 

Best wishcs^for locating an assignment of your choice*. 

Sincerely, ^ ^ 



Bert H. Michelsen 
• Personnel iWnagcr 

BiE'Irdh , 



niVA-2 



If 



„.,....,4:«ininr?»S! 



PER - 22 



V/' ' 

ColviMUNITY HIGH SCHOOL DISTRICT 88 

1250 SOUTH MDMPRE AVENUE • VILLA PARK, ILLINOIS 60I8J • OU PAGE COUNTY 

jTERRACE 4-940*0 ^ 



JOHN R. THORSON 
Superintendent 



AOOISION TRAIL HIGH. SCHOOL 
WILLOWBROOK l2 I G H SCHOO^L 
YORK COMMUNITY* HIGH SCHOOt 



The position for which you' had applied has t^een filled. The -principaT 
and department chairman reached a dfeciston 'while ybur fplder was being 
assembled. Thus we shall return tQ,you^n>&^papersl you may need for 
applying elsewhere. Th^ volumf ojf caa<jidates this- year has been great- 
We 4id, not elect to set up. a^Mate to ciostf applications. On t:he>other 



hand when ^th0'8chooLJf6und what /it was looking for, hiring was' done. We 
'couldn't assure .vthat "all who had started applications .could be reviewed 
by a certain date.' 



\ 



We wish you the best of-^luck^in appointment to la job of your liking. 
We shall retain your application b'lank^to notify you should there be* 
an unfoj^^eseen vacancy here.,.. In that w&y we would have a check on your 
a vai laMlT&y . • ' - 



Thank you for cpnsidering.>bis,trict 88. 



/ ■ 



Sincerely, 



.Bett H« Mi'chelsen 
Personnel Manager 



BHM:dh; 



ITEMS NOT RECEIVED 

^Hompleted application blank 

Transcript (s) 

^Credentials or Letters of 

Recommendation 



ERIC 



Hl-C 
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PER - 23. • 



COMMUNITY HIGH SCHOOL DISTRICT -88 

1250 SOUTH AROMORE AVENUE • VHLA PARK, lUINOlS 60181 • OU'PAGe COUNTY 

'terrace 4-9400 

• ' ' '• . ^ ' 

JOHN R THORSON • * A D D I S O N T R A I L H I G H S C H O O I 

Suoenniendcm . W I U O^W B R O O K HIGH SCHOOL 

YORX COMMUNITY HIGH SCHOOL 



Because of the nature of the classes involved, W have decided to 
hire an experienced"^ person to fill the vacancy fqr whiph you have, 
applied. ' 

Thank* you for youfi;, application. If a new vacancy should occur in 
the near fbture, we wild contact you again. 

I am sorty fhat' volume of applicants precluded the possibility of 
having interviews 'scheduled for all ^candidates^ 

, sincerely,. 



Bert H. Michelsen 
Director of Personnel 



BHM:mh 
MVA 



9 ' 



ERLC 



V 
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PER - 24 



12 qOMMUNITY HIGH SCHOOL DISTRICT 88 

^ <- . ,2Jo SOOTH AROMqRE AVENUE • VILLA PARK, ILLINOIS 60181 • OU PACE COU/JIY 

|t ?•;!<!!' i''-:' ^ . TEURA'CE 4.9400 



1 -' / 



*' J"* . f^'l:}-:^ , JO"N R -THORSON * ADDIS ONTRAILHIGHSCHOOL 



WILtOWBROOK HIGH. SCHOOL 
YORK COMMUNITY HIGH SCHOOL 



" The enclosed form letter tells of the disposition of the 
vacancy for which you were a. candidirte. The quality of 
ypur foldet Is such tha|> if you wish 'to have it kept intact 
in/ithe eveijfc^^of a now unforeseen vacancy we would like to 
have it ready to resubmit; at; any time. 

* * ' . • 

Please advis-e. We will not pursue the dismantling of the 
folder re-fcrred to in the attached until we have had time 

_ to hear' from, you . ' " , 

■ Sincerely, 



BHM:dh 



' MIVC 



Bert H, Hichelsen 
Personnel Manager 



11.6 



PER - 25 



^ COMMUNITY HIGH SCHOOL DISTRICT G8 
Du Pafjc County, Illinois 

TEACHER'S CONTRi^CT CONTPuVCTUAL CONTINUED SERVICE 



IT IS HEREBY AGREED by and between the Board of Education of District 
Number 8G,^Du P^ge County, and State of Illinois, and 



a legally qualified teacher, that the sai d shall 

be employed for the school year ^ for the annual basic salary 

of $ ,' this salary based on , - 

Dejjroc and plhceinent on Step . , Scale of the current 

salary schedule, subject to any adjustments for said Step and' Scale should a new & 
salary schedule be agreed upon. ^ - ' - 

IT IS FUPvTHER AGREED that this contract is subject to the school laws of' 
the State of Illinois and the reasonable and lawful re^ulacions of said Board. 

IT 'is HEREBY MUTUALLY AGREED. and. understood that the provisions of the* 
Board Pplicy Regarding Certificated Personnel, of this School District, and all 
e>;i3tin2r £tnd future amendments thereto and all other policies and rules and 
regulations \;ith regard to operating said School District during the term of 
this contract, are to be construed as a part of this contract and incorporated 
herein by reference, the same as if such regulations were sat forth in full 
herein. 

The parties r.utually agree that this teacher serves on tenure status 
until resignation, or dismissal as ^per provisions of School Code . This contract 
shal.l continue from year to year in full force and effect subject to salary 
schedule then in effect. * - 

Pursuant uo an Aye and Nay- vote taken and. recorded at a lawful meeting * 
of the said Board of Education held at Villa Park, Illinois, on the . 



day of , 19 , and by order of said Board of Education, 

this contract is a::ecuted tljis day of . , 19 



Teacher 



President, Boarcl of Education 



Secretary , "Board of Education 

<> 

^ > ' • * 384' D (Tenure) 



Er|c 12.6117 



PER - 26 



COMMUNITY HIGH SCHOOL DISTRICT 88 
Du Page County, Illinois 

TEACHER'S CONTRACT - SECOND OR THIRD PROBATIONARY YEAR 



IT IS HEREBY AGREED by and between the Board of Education of . 
^ District Number 88, Du Page /County,^ and State of Illinois* and 

- > a legally qualified teacher, 

that the^said ^ ^^shall be employed for 



the school year 

$^ 



for the annual basic salary of 



Degree and "placement on Step 



^, ;^this salary based an_ 
. » Scale 



of the 



current salary schedule, subject to any adjustments foresaid Step and 
'Scale should a new salary schedule be agreed upon, . , 

IT IS FURTHER AGREED that this contract is subject tfa the school 
laws of the State of Illinois and the reasonable and lawful regulations 
of said Board. . ^ 



IT IS HEREBY MUTUALLY AGREED and understood that the. provisions 
of the Board Policy Pv,egardinG Certificated Personnel .of this School . 
District, and all existing and' future amendments thereto, all 
other policies and rules and regulations with regard to opeifating 
said School District during the term of this contrac^t, 4re to be 
construed as a part of this contract and. incorporated herein by reference, 
:the same as if such regulations were set forth in full herein. 



The parties acknowledge this as being the 
of probation,-^^ . ' . , • 



Pursuant to an Aye and^Nay vote taken and recorded at a lawful 
meeting of the said Board of Education held at Villa P.^rk,. Jllinois; 

on the ^ day of - , 19 - and by order of said 

Board .of Education, this contract is executed this ' day of 

.___^_^v • , 19 * . 



Teacher 



/President, Board of Education 



Note: No assurance of assignment can 
be given for a contract re- 
turned to District 88 Personnel 
Office after May_j ' , 197 , 



Secretary, Board of Education 



lie 



384C (Non-Tenure, 2nd or 3rd yV.) 



COMMUNITY HIGH SCHOOL DISTRICT 88 

1350 SOUTH AXDMORE AVENUE • VlUA PARK, HUNOIS 60181 • DU PAGE COUNTY 

TEaRA.CE 4^9400 

JOHN THORSON ADDISON TRAIL HIGH SCHOOL 

Sgp«r.mtn<jknt ^ WIUOW8ROOK HIGH SCHOOL 

YORK COMMUNITY ?HIGH' SCHOOL 



Gentleman: 

The following credentials are no longer needed in our office 
and are, thfarefbre^ being returned for your files: 



Thank you for your ^continued cooperation. 

Sincerely, 



Bert H. Micholscn 
.Personnel Manager 



BHM:dh , ' . 



MVII 
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COMMUNITY HIGH SCHOOL DISTRICT 88 

J pw^.^^...^ ,„o ARDMOM AVENUE -VILLA PARK. ILLINOIS 6016... Df PAGE COUNTY 

TERRACE X.9400 ' 



r'^''" -'-r-! 



^ Sll^'^^'^'M ' ADDISON TRAIL HIGH SCHOOL 

WILLOWBROOK HIGH SCHOOL 
YORK COMMUNITY HIGH SCHOOL 



A comprehensive review of our subject election tallies reveals that 
there will be no expansion in your teaching area in oyr schools this 
year. Several factors are responsibly . for this. We are making every 
effort to project /leeds as conservatively as possible. As of this 
date we have no indications of resignations which would create open- 
ings in your field. 



Therefore we are returning any personal* papers you have on file here 
Your credentials will be returned to your placement office. We shal 
be happy to. retain your application should you wish to remain in an 
active file in/the event of a future vacancy. We shall await noti- 
fication from you. 



Sincerely, 



Bert H. Michelsen 
Director of Personnel 



BHM:mh 
MIVB 



t 



PER - 29 



COMMUNITY HIGH SCHOOL .DISTRICT 88 

* 1250 SOUTH ARDMORE AVENUE • VlllA PARK, lUINOif 6.0181 • OU PAGE CO|^NTY 

' TERRACE 4-9400 

t 

JOHNR THORSON ' ^ X AODlSON T R A I H I G H SCHOOL 

Sopf.mt^nden^ \ ^ \^ WlLLOWBROOK HIC^H SCHOOl 

YORK COMMUNITY HIGH SCHOOL 



In reviewing your per'sonnel file we have checkvid the following items 
which are needed to complete' your records in 6u^ offifce: , 

Official transcripts from: 

Credentials „ • . 

Verification of previous teaching experience 
U» S. Form'' and Illinois W-4 Form 
Health Form 
Small photograph 
Teaching certificate 

TB x-ray card - The State of Illinois requires that all school 

employees provide a written or printed notification 
of the result of chest x-ray' or tuberculin test 
before September 1 and at that time the certificate 
must not be o.lder than 60>days > This test can be 
taken free in Illinois or/ if done privately, the 
" ^ expense is incurred by the teacher. 

Teachers* Retirement Form if not a member 

May we take this opportunity to extend 'to you \\ix best wishes for a 
successful and satisfactory professional year. 

Sincerely, 



^ Bert ii. Michelsen 

* Personnel Manager 

BHM:dh' MVm 

. .121 
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AP PLICATION FOR SUliSTITUTE TEACIlltI G- 



PER' - 30 



COIiMUNITY HIGH SCHOOL DISTRICT QU 
1250 South Ardmore Aveaue 
Villa Park, Illipois' 60181 



Name 



Atlc!ress - 



JDane Applicntion, 
Phone 



Date of Birth 



Street 



Social Security Nuwber_ 



Teaching Preferences (Specific Courses/Areas) At which District 08 schools are 

you j>nterested in substituting? 
^^^^ Addison Trail 

Willowbrook . 

(2>_, > . ^ 



York 



(3)- 



May we call you in the morning;* ask you to substitute? • Yes No 

What restri.ctioas, if any, do you yish to place upon your availability as a 
substitute? (Starting time, days per week, subject areas, etc.) 



When are you available for an interview concerning duties? . > 

^ ******** Vf vV * ^- * * * '.V * -A- '.V * ** ^- * * -.V * * * Vf ***** * 



Type of Teaching Certificate 



Nuniber 



!?f P lace of Issue* Expiration Date 



Name of College 
or Uriivers i tfv 



Dates 
Fr'om/To 



Degrees Ma jor . Minor > 

(List seuiester hours in each) 



(1) . 

(2) . 

(3) . 



Name ot School 
1. 

2. _ 



FULL TIME TEACHING EXPERIENCE 

Dntes 

Address From /To 



Subjects ^taught 
and Grade Level 



4l 



SU»3TITU7'E -TEACHING EXEER-iZNCE 



2.. 

3. 



Please list at least three references on the other side of this sheet, giving 
name, title, address, telephone. 
GT i 8-71 ^ «^ • 

erJc . 131 



PER ^ 31 

V 



APPLICATION FOR EMPLOYMENT 

COhlMUMITY HIGH SCHOOL DISTRICT #88 
CLERICAL/SECRETARIAL 



Position Desired 

(Miss 
Name (Mrs.^ 



Date 



Last 



First 



Initial 



Addr e s s 

Street 
. Date of Birth' 



__Social Security No._ 
_Te lephone 



City State 

Place- of Birth 



Dependents' 



Number 



_Ages^ 



EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL ^ 



J)&teB Attended Degree or / 



Location 







1 !\ ' 

; / J • 






■■ i i ■ . 1 






EMPLOYMENT RECORD fLAST THREE) 




Name of Company 


Dates , ^ 
Location * From To 


Natare 

of Work • y 


Annual 
Salary v 




• . • -1 

1 







List special skills you possess or machines you can operate. 



• REFERENCES 



/ ^ 



Address 



Position 



Return completed form to : Personnel O'ffice, Community High School District #88, 

1250 S* Ardmore Avenue, Villa Park, Illinois 60181 ^ 

'123 . ' ^ . 



Position Desired 

(Miss 
Name (Mrs . 



Last 



Address ' 

Street 
. Date of Birth 



Dependents? 



. APPLICATION FOR- EMPLOYMENT 

' COMMUNITY HIGH SCHOOL DISTRICT #88 
^ CAFETERIA 



Date 



First 



Initial 



^Socijpl Security Number, 



C^ty State 
^Place of Birth ' 



JTe lephone_;_ 



Number 



^Ages^ 



EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL 



PER - 32 



Name of School 



Location^ 



Dates Attended Degree or Major • 
From To ^ Diploma Subject 



I 



EMPLOYMENT RECORD ^LAST THREE) 



Dates 



Nature 



Annual 





■ 

1 ' 


rrom/xo 

i 
i 


Of work 

i 
f 


Salary 

w 


. - ! : ; 


V 


.1- i ); 





List special skills you possess or ijiadhines you can operate: 



Name 



. REFERENCES 
' Address 



Position 



I. . 



Return completed form to^: Personnel Of:£ice, Community High School District #88 

1250 S. Ardmore Avenue, V^lla Par^k," Illinois 60181 



ERLC 



124 
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PER - 33 



Tositlon Desired_ 
Name * 



Last 



Address 



Street 
Date of Birth_ 
Height 



APPLICATION FOR EMPLOYMENT 

COMMUNITY HIjH SCHOOL DISTRICT i?S8 
CUSTODIAL 



Date 



* Social Security Number, 



First Initial 



JTe lephone ^ 



City State 



Place of Birth 



_Weight_ 



_SingIe_ 



Married 



Number of Children 



>ges_ 



jOther Dependents^ 



EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL 



Name of School 



Location 



Dates Attended 

From 'To 



Degree or 

Diplotna ^ 



Major 
Subje ct 



EMPLOYMENT RECORD (UST THREE) 



Dates 



Nature 



List spacial skills you possess or machines you can operates 



Annual 



Name of Cor.paiiy 


Location 


From/To 


of Work 


Salary 

































Miliuarv Service 


Branch 





Name 



REFERENCES 
Address 



Position - 



Return coTjpletcd form to: Personnel Office, Community High School District #88 

1250 S. Ardmore Ayenue, Villa Park, Illinois 60181 



ERLC 
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PER • 34 



APPLICATION FOR EMPLOYMENT 



COM>aiNITY HIGH SCKOOL DISTRICT #88 
TEACHEll-AIDE 



Position Desired 

(Miss 
N«me(Mrs,^j; 



Date 



(Mr. Lasti. 



rirst 



Initial 



^Social Security'Nuraber 



Address 



' Street' 
Date of Sirth 



City State 
JPlace of Birth 



_^Telephone^ 



Dependents? 



Number 



Name of School 



EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL 



Location 



Dates Attended Degree or 
From To . DipJLoma 



I 



I 



Major 
Subject 



EMPLOYMENT RECORD (LAST THREE) 



Name of Company 



Locat^op 



Dates 
From /To 



Nature 
of Work 



Annual 
Salary 



List special training you have had in your ma\ area otUnte.-est or field of 
concentration. ^ . . 



Do you type? 

What other types of equipment do you operate? 



Words per minute 



Name 



REFERENCES 
Address ' * . 



Position 



— ^ 



Return, completed form to: Personne^^Of fice, Community High School District 88, 

1250 S. Ardmore Avenue, Villa Park, Illinois 6Q181 



ERLC 
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PER - 35 



REOUISITIO'I FOR KOH-CE&TIFICATED PF.pS0!^1iEL 



Date 



Proposed Applicant: 
llano 



Address 



Telephone , 



lieginninp Date of Ensployment 



In Case of Emerf^ancy, 'lotify 



lame 



Social Security ^!o. 



A.icr?ress . Telephore 



Po. of ^ithholdinr. Tax uxjrtptions^ 



Major !;edical Insurance: Sin'^le Hnployee ^ 



Employee with One Dependent ^ 

Kuployee \Hth I'ore Hian One Dependent^ 



Class if catioa of Personnel: 

Clerical Cafeteria^ 

Full Ti;:e Part TinG_ 

Description of the Duties; 



Custodial^ 
i^umer 



Para-?ro 



Tenporary_ 



Credit for Prior -^yritsrience: 



BcfinnitT'" Salary 



Su:;nfisted Salary Conmitments 



Approved; 



Subnitted: 



Superintendent 

Date Received in Personnel Officer 



Si«'nature 



; \ ' Principal 

Pink Copy - Business Office, Green Cony - Principalis Office, TTiite Copy - Pers. 



ERLC 
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106 



* 0 * 




isiness Office 
May 24, 1973 



ERIC 
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PAY i 
P. i Of 12 



BOARD OF EDUCATION [ ' 

f CCKKUNITY- HIGH SCnoOL BXSTRICT NO. 88 



PAYROLL PROCEDURES 
INCLUDIKG ASSISl^-MENl'S AND rEDUGTIBLES 



/" p. '2' of ' -12' 



^ PAY - 1 



ERIC 



The fotloving eKplanatory notes. mil be helpjEul in developing an over^-all 
perspective of payroll operations for this district. . ' ^• 

* / * /\ * ^ ... 

The terns^ "(Contract Yeat^' and "School Year" are used interchangeably. 

2. Payj'olls' will be prepared v and distributed on ;thc. 5th arid ;20iK of ^each 
' * .ponth— except when these^ d^tes fdll on a non^school day -^n ^^jhich case 

. 'the payroll ^wili b.e .di^^tributed on^the previous worlc day^i ^ ^ .f - 

All inaterialsSand data af fecting^any cmployoe earnings or payroll niust 

* be in the district office at least ten. QlOy calendar days%ior to^^^^^ 
dates for distributioa^dcntif led in the^ preeedirig paragraph " ^ 

3. All rexr.bursemervt earned for "ovcrtirne", "special projects, curriculum 
projects, tutoring, substituting, \76rking 'at concessions , ticlcet y 
takers/sellers, supVrvisioa of stuclexit teachers^ and* other .assignment's - 
iEor which payrcent cannot^ Appropriately be distributed on t;he"quartcr( 
plan" shall' be paid ixr^ohe sum and added to the next payroll check, to 
be vnritten. » « ^ * > 

4. All employees salaries /yages paid to employees for pcrvices rendered 
are sub'jact to deductions for cither the Teachers Retirement Systetti 

^ or.IrlRF which incudes PICA except ?.s noted in IV -H. , ^ - 

* Compensation paid to ccrt:if icatcd cmproyees for services rendered 
durijig the school year vjill in most ihstanc^as be subject to deductions 

40 the i^acihers Retirement^ Systera.^ An exceptio;i is noted in III-H (IV -F) 
here a* "private contractor" relationship .piay^ exist. 

Normally salaries /v/ages earned by the rfon-certxf icated employees of 
the 'school district will be^ subject to' PICA (Social Security), or for 

«^ deductions for the' Illinois Municipal Retirement Fund (IllKP) . The 
job description is of great importance in determining vjhether the- 
deduction should be for PICA or IMRF-'-if the job description indicates 
more than 600 hours per year, the deduction is for I?-T%F but the job 

-description indicates less than 600 hours per year then the deduction 
if for'pICA.. - ' 

5. In 1973-74 for^the first time, this district will inaugurate what may 
be ca?aed a "quarter plan" for reimbursing staff members for various 
assignizents. Thc*''foui? quarters are comprised as follows: Fall 
Quarter (Sept., Oct., Nov.); Winter Quarter (Dec, Jan^ Feb,); Spring 
Quaxtor <(i:Iar . , Apr., Hay); Summer Quarter (June, July, Aug.). It is 
contemplated that reimbursement for most of the job assignments/class- 

.tCacations in Section III -A through H, will be made on this quarter plan 
basis.' For example, payments for i'ootball coaching assignments \7ill 
h'^ made during the fall^^'quarter comprised of six (6) pay pcriods--thus 
' this tijded renumer^tion v;ill he divided into six payments and will 



^ 129 

138 



PAY - 1 ■ 
P. 3 of 12 



/ 



-disrfibutea in- over six nav narl.Sc r ^°^''\^"S assignments wij.l be 
dram production - if ^o^^A^^^ '^, ^"f''°■ °>=''"'Pl<' 'he 

si^ua"?ru rp.^%;::^Lf L^^di^t 

month of Januaryf pameit miv ' ^ I S"" presentation late .in the 

as desired anH pJo^r^y^ttnlaJs^^ 

spring, quarters iill have six f6^n^v^Hn^ 5 - 

months. The summer quarter will h^v^ ^^f^r^''^ each of the three 

sequently, fempl^eec^"ori-in«» in\?r ^ 7^ ^""^ Con- 

sumn,er school^ sJ^^ Jltra^ian t^'T^"' education program. 

summer months vilfSvc pav^ot^ cSh ^'"^S"^^ ^"'^^"S the 

20. and August 5; distributed on June 20, July 5, 
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To Be Deducted 



Classifications * 
I' Administration 

A. Schools 
!• All positions requiring certification 
2. Additional/overtime compensation 

B. District Office 

1. All positions requiring certification 

2. Positions not requiring certification 

3. Addltltonal/overtlme compensation— Non 
Certificated 

4. Additional/overtime compensation- ' 
Certificated 




IMRF 



II Faculty 
' A. 



Base Contract—per salary schedule and/or 
agreement 



B. Additional Assignments—Compensation to be 
distributed throughout the contract year 
or any part remaining thereof 

\\ Audio-visual Director 

2. Cheerleader Coadi, 

3 . Deans 

A. Deans Activities, Director of 

5. Debate Coach 

6. Dfipartment Chairmen 

- 7. Driver Education Supervisor 

8. Extended Day - A.V. Director 



W-A 



W-A 
W-A 
W-A 
W-A 
W-A 
W-A 
W-A 
W-A 



T.P. 



T.P. 

T.P. 

T.P. ' 

T.F. 

T.P. 

T.P. 

T.P. 

T.P. 
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Classlflcationfl 



9» G.A.A* Sponsor 
10, Guidance 



a. 'Counselors ---regular school year 



b. Director— regtaXar scliool year 

11. Library Director 

12. Mirsic 

a. Band Director-regular school year' 

b. Choral Director- n-egular schooj year 

c. Orchestra Director -regular school 
year 

13. Nurses' 

1^. Pom Pom Sponsors 

15. Physical Welfare, Director 

16. Printing of School Newspaper 

17. Psychologists 

18. Student Council Sponsor ■ 

19. Usher Supervisor 

20. Yearbook Sponsor 

III Additional Assignments.- -Certificated Personnel- 
-Compensation to be paid on a "Quarter Plan" 
(Fall, Winter, Spring, Sunmer) 

A. Bus Supervision 

B. Cafeteria Duty 

■ ^' ?^u?^^?^ Assignments ifor inter-scholastic 
■ Athletic Programs (Boys and Girls) 



To Be Deducted 
WT Pension 
W-4 T.P. 



W-4 

.W;4 

w-4 
W-4 
W-4. 



^ T.P. 

T.P. 

T.P. 
' T.P. 

T.P. 

T.P. 



W-4 T.P. 
See IV-G 
W-4, T.P. 
W-4 T.P. 
W-4 T.P. 
See IV-L.: 
W-4 T,P. 
W-4 t!.P. 
W-4 T.P^ 



W-4 
W-4 

W-4 



T.P. 
T.P. 

T.P. 



ERIC 
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To Be Deducted 



• 

Classifications/ . * . 


WT 


Pensioi 


U • 


pftfffdoT Siioervision 


W-4 


T.P. 




Drama ^ 










W-4 


t;p. 




2. Production Director ' 


W-4 


T.P. 




/• 

*>t"a{»p Director 


W-4 


T.P. 




t 


W-<4 


T.P. 


r • 


Driver Education Teaching 








1. B-T-W (during- regular school year) 


W-4" 


T.P* 




\ 

2. Supervision 


W-4 


T.P. 


c 

\y • 


Intramural Progifam Coaching 


W-4 


T.P. 


n* 


Officiating Athletic Events (Vendor Checks) 


See 


ly-F 




FOLLOWING TO BE PAID IN Ol^S SUM Al^^D ADDED TO PAYROLL CHECK 


T 
X • 


Concessions work at various events 


W-4 


T.P. 


J • 


Curriculum Projects 


W-4 


T.P. 




G.A.A. Sports Programs (15) 


; W-4 


T.P. 


T 


R gistration Week Kelp 


W-4 


T.P. 




student Club Relateci Activities 


W-4 


T.P. 


' • N. 


Supervision of Athletic Events 


W-4 


T.P. 


0. 


' Supervision of Non-School Events 


W-4 


T.P. 


P. 


Supervision of Student^Activities 


W-4 


T.P. 


Q. 


Temporary Substituting 


W-4 


T.P. 


R. 


Ticket Taking/Selling 


• W-4 


T.P. 


's. 


Tutoring 


W-4 


T.P. 
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W-4 PICA 
W.4 PICA 
W-4 T.P. 



To Be Deducted 

Classlflcatlong . ttm ^ 
WT Pension 

T. Projects of Miscellaneous nature not listed 

/ W-4 T.P, 

IV Special Situations 

"A. Summer Programs 

1. Driver Education— (To be paid on Quarter 
Plan) 

a. B-T-W ' 

b. Classroom 

c. Supervision 
2* Guidance --(To be paid on Quarter Plan) 

a. Counselor--Summer School Enrollees ' W-4 PICA 

/ ^- Counselor— Not Summer School Enrollees W% T*P. 

3* 'Instructional Teacher r- ('To be paid on 

Quarter Plan) ' ^^^^ 

4. Librarian --(To be paid on Quarter Plan) 

a. For Sumnier School Enrollees w-4 PICA 

b. Not for Summer Schqol Enrollees w-4 T;P, 

5. Music -.(To be paid on Quarter Plan) 

a. Band Director ^.j.^ pj.^^ 

b. Orchestra Director ^« ^ ^j^^ 

6. Vocational Co-ordinators (August) 
(To be computed and added to base contract 
for payment made throughout the year)- w-4 T,P. 

7. Work Projects --Miscellaneous (To be paid 
in one sum and added^to payroll check)' 



a. Professional Rate (${3^20) 



W-4 T.P. 
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classifications v 

b/ Non -Professional Rate ($4.56)^ 

B. Continuing Education- -(To be paid on Quarter 
Plan) ^ ' ^ 



I. 

\ 



Certificated teachet .contributing to 
teachers pension during the school year 
(Regularly employed by the district) 



2. Certificated personnel employed to teach a 
class or classes requiring certification 
but vho are not otherwise employed by the 
district^ 

3v Non-certificated personnel teaching 

during the school year— less than 600 hours 

'4. Nbn-nertlficated personnel teaching 

during the school year-^raore than 6C0 hours 

5. Sunu-aer earnings paid to both certificated 
and non-certificated persomiel 

c\^ Substitute Teacher s--Permano.nt (Not regular 
employees) 

* » » 

To be paid by payroll check on 5th and 20th for 
amount earned. 

<^ Other substitute teachers to be paid in one sum 
and added to payroll check if regular employee. 

1. Certificated and teaching less than 20 days 
per year • 

2. Certificated and teaching more than 20 days 
per year 

*Permicsive--teacher may participate by 
contacting the Teacher Pension Office in 
Springfield and submitting the necessary 
forms, (payment to be made by the teacher 
directly to the Teachers Pension Office) 

3. Certificated but retired* 



To Be Deducted 
WT Pension 
W-4 FICA 



W-4 T.P. 



W-4 -T.P. 
W-4 FICA 
W-4 IMRF 

See Summer School 



W-4 None 
W-4 * 



See Section IV -lc-1 



ERIC 
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Classifications 



D. Para -Professionals, Teacher Aides, Security 
Guards, Corridor .Duty (Positions not requiring 
certlfication>-(To be paid twice eaciv month on 
10 month basts) 

1. Assignments in excess of 600 hours per 
year ^ 

2. ■ Assignments less than 600 hours per year 

3. Overtime in excess of 600 hours per year 
' 4. 0\rertirae less. than 600 hours per year, 

^' fnf pSr'f ^ Earnings-(To be paid on 5\h 
and 20th of each month) < 

F. Independent Contractors (Includes district 
employees paid to of«^iciate at athleti- 

^ events) 

G. School Nu^ses--(Paid on Annual Basis) 
•1. Certificated 

2. Non-Certificated- -as signaent requiring 
more than 600 hours per year 

3. Non-Cekificated-assisnment requiring 
less than 600 hours per year 

». Librarians — (Paid on Annual Basis) 

1. Certificated \ 

2. Non-Certificated-^assignment requiring 
more than 600 hours per year 

3. Non-Certificated- -assignment requiring 
Ipss than 600 hours per year 



To Be Deducted 
WT Pension 



W-4 
W-4 
W-4 
W-4 

W-4 



W-4 
W-4 
W-4 

W-4 

W-4 
W-4 
W-4 



I14RF 
PICA 

imp 

PICA 
PICA 



None None 



T.P. 

IMRF 
PICA 

T.P. 

mp 

PICA 
. PICA 



ERIC 

hiiiinniiinrfTiaaaa 
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Cla3siftcations_ ' 

J. Sabbatical Leave --(To be paid on Annual 
Baals 

★During the period of sabbatical leave the 
Board' of Education shall pay the contribution 
required of the person on leave to the Teachers 
Retirement System computed on the annual full 
time salary under which the member last received 
earnings imniediateiy prior to the leave multiplied 
by the current applicable rates 

K. Retired Teachers r- (To be paid on 5th and 20th)' 

1. Temporary assignment during the school 
year 

•^Retired teachers ai;e allwed employment 
for 75 days anmfally as a teacher. Employ- 
ment -beyond 75 days will cause annuity to 
cease and the annuitant will again be 
considered a member. 

2. Temporary assignment during summer school 
L. Psychologists^ -(To be paid on 5th and 20th) 

1. Working with OSPI permit 

2. Intern working towards an OSPI permit 

3. Non-Certificated without permit and not 
working as an intern--assignment requiring 
less than 600 hours per year 

M. Tutor8--(To be paid on 5th and 20th ard added 
\ to payroll check if requl'ar employee) 

1. Certificated and regular employees paid 
by the, school' 

2. Non-certificated and paid by the school- 
\, -a'ssisnment requiring more than 600 hou^s 

per year 



To Be Deducted 
VJT Pension. 




W-4 



W-4 

W-4 
W-4 

W-4 



W-4 



W-4 



FICA 

T.P. 
T.P. 

FICA 



T.P. 



IMRF 



v.. 



6 

ERIC 
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Classifications 

3. Non-certificated and paid by the school- 
'-assignment requiring less than 600 hours 
per year 

N. Intern/Student Teachers — (To be paid on 
5 th and 20 th) 

0. Supervisors of Intern/Student Teachers--(To 
be paid in one sum arjti added to payroll 
check) 

P. Retroactivity of schedule Changes--(To be 
paid over balance of contract year) 

1. Certificated employees 

2. Non-Certificated employees--assicnment 
requiring more than 600 hours p6r year 

* 3. Non-Certificated eraployees-^assignmeut 
requiring less than 500 hours per year 

V. Secretarial/Clerical 

A. Regular earnings positions in excess of 
600 hours per year , ^ 

V 

Overtime earnings --(To be paid and added 
to next payroll check) 

B. Regular earnings positions requiring less 
' than 600 hours per year 

^ 'Overtime earnings--(To be paid and^ added 
to next payroll check) 



VI. Custodial /Maintenance 

A, Regular earnings positions in exces^ of 
600 hours per year 



To Be Deducted 
WT Pension 

W-A PICA 
W-A None 

W-4 T.P. 



W-4 T.P. 
W-4 IMRF 
W-4 PICA 



W-4 
W-4 
W-4 
W-4 



IMRF 



IMRF 



PICA 



PICA 



Overtime earnings-- (To be paid and added 
to next payroll chad:) ' 



W-4 IMRF 
W-4 niRP 
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asstfications ^ ^ f 

Regular earhings positions requiring less 
than 600 hours per year 

Overtime earnings --(To be paid and added 
to next payroll check) 

VII Cafeteria 

A, Regular earnings positions in excess of 
600 hours per year 

Over tine earnings --(To be paid and added 
to next payroll check) 

B. Regular earnings^ positions requiring less 
th^n 600 hours per year 

Overtime earnings --(To be paid and added 
to next payroll check) 

VIII Bookstore 

A', Regular earnings positions in e::ci!iss of 
* 600 hours per year 



Overtirae earnings --(To be paid and added 
to next payroll check) 

B. Regular earnings positions requiring less 
than 600 hours per year 

Overtime earnings--(To be paid and added 
to next payroll check) 



To Be Deducted 

WT Pension 

W-4 FICA 

W-4 FICA 

W-4 ' IMRF 

W-4 IMF 

W-4 ' FICA 

W-4 FICA 



W-4 IMRF 

W-4 IMRF 

W-4 ^ riCA 

,W-\ FICA 
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COMMUNITY HIGH SCHOOL DISTRICT 88 
Du Page County; Illinois 

Compensation* for Special Assignments . 

Adopted June 1973, Effective 1973-74 School Year 



Signature of Principal 



A. Athletics 
1. Baseb^il-l 

Varsity, Head 
^ • Assistant 
Assistant 
2\' Basketball 
Varsity, Head 

. Soph. 
Fresh, 
Assistant 

3. Cross -Country, Head Coach 

4. Football 
Varsity, Head 
Assistant v 
Assistant / 
Assistant^ 
Soph, Head ^ 
Assistant 
Fresh Head' 



High School 



Date 

Amount* of Reimbursemelit & 
Name of Person Assigned 



(1,026)- 



( 744). 



( 744)_£; 



(1,2^2). 



( S91). 
( 891). 



( .891). 
( 744). 
( 744). 



(1,262). 

( 891), 

( 891). 

( 744). 

(> 891). 

( 744). 

( 891)_ 



A. Athletics' (continued) 


A. 


Football 


• 


Assistant 




Assistant 


• 


Assistant 


5; 


Golf, Head Coach 


6. 


. Gymnastics 




Varsity, Head 




Assistant 




Assistsnt 


7. 


Intramurals 


8. 


Tennis 




Varsity, Head 




Assistant 


9.. 


' Tratk 




Varsity, Head 








Assistant 


ft 


Assistant 




Assistant 


10. 


Wrestling 




Varsity^, Head 



744) 
744) 

:i,026) 
744) 
744) 
744) 

< 

744) 
744) 

:a,262) 

• 89?), 
891) 
744) 



:i,026) 

Assistant ( 744) 

4 

Assistant , • ( 744) 

ir. Four Additional Coaches for 73-74 ( 744) 

744) 
744) 
744)- 



1 

B» Audlo-Vi0ual Services (1,148) 
Services for Extended Day ( ) 

C» Music Activities 

1. Band Director 

Regular School Year ( 891) 

Summer Progratn .■*$300 Educ. Fd.; (1,432) 
$1,132 Tuition Aux. Fd. 



■ ?. Orchestra Director 

School Year ' ( 210) 

Sutniaer Program *$300 Educ. Fd.; (1,432) 
$1,132 Tuition Aux. Fd. 

3. Choral Directoir (School Year Only) ( 210) 

D. CounseVing (1,460) 

($291 for five days before opening (1,460) 
of school; $148- each semester; and 
$291 per week, for three waeks; (1,460) 
June, July Freshmen interviews) 

(1,460) 
(1,460) 
(1,460) 
(1,460) 
(1,460) 
(1,460) , 
(r,460) 
(1,460) 
' (1,460) 



Special "Summer School Counaelor, ( 980) 

one per school for 6 weeks, 
4 hours daily, 5 days per week 



*Each School 
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D* Deans , 
Director • (3,150^. 
Deans - Ist Yfear (ri,680)_ 

(1,680)_ 
(1,680)_, 
(1,680)_ 

Deans - 2nd Year (1,785)_ 

(1.785)_ 
(1,785)_ 
(1,785)_ 

Deans - Srd Year (1.890)__ 
/ ■ (1,890)_ 

(1,890):. 
(1,890)_ 

Part -time Deans ( ) 



F. Department Chairmen (Annual) 

Please insei^t in places provided ( 
reimbursement ta become due for 
each department chairman listed 
per following schedule: 



14.5 



1/5 of dean scale per period ^ ( ) 

assigned to dean's office 

( ). 

( ). 



E. Debate Coach atyd Speech Activities j 

Total per school $1,783) ' - 

Debate Coach ( 945)_ 

Speech Activities , ( ) 



( ). 
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Department Chairmen (continued) 



1. Departments with not more than 4.5 ' 
teachers shall be allotted $744 
annually for the department chairman. 

2. Departments with at least 4.6 teachers, 
and not more than 12.5 teachers shall 
be allotted $1,115 annually for the 
department chairman. 

3. Departments with at least 12.6 teachers 
shall be allotted $1,337 annually for 
the department chairman. 

Art - . ( 

Busines^s Education ( 

English * . ( 

Guidance " ( 

Home Economics ( 

Industrial Arts ( 

Language ' ( 

Library ( 

Mathematics ( ^ 



Music 



Thysical Education (Boys') ♦ ( 

"Physical Education (Girls ^) ("x 

Science ( 

Social Studies . ^ ( 

Dratoatics (Annual Allocation to Drama) ' 
Total per school, $2,836. 

' 1. Director per production ( 297^ 

(3 approved) 

2\ Stage Director per production ( 216 

(3 approved) 

3. Lighting Supervisor per production ( 216 

(3 approved) - 

4. Stage Use Supervision-Annual' ( 216^ 

'(3 approved) 



H« Girls* Athletic Activities (Annual) 

!• GAA Sponsor ( 406) 

2. GAA Sports (15 Programs) 
Total per school, $1,627 

pay for each Sport ( 108) 

3« Cheerleader Coach ( 406) 

4« Pom Pon Sponsor ( 216) 

I« Supervision of Games 

1. Avay»from«>home games (2 persons 
for conference games; 1 person for 
non**conference games) Pay due at 
completion of assignment* 

Football - $17.32« ( ) 

Basketball - $14.58 ( ) 

2, At-hotne games 

Football - $17.32 ( ) 

Basketball - $14.58 ( ) 

■ Gynmastics & Wrestling - $10.03 , ( ) 

J. Ushers' Supervisor ( 197) 

K* Student Council Sponsor ( 594) 

L. Additional Assignments Reimbursed 
from Auxiliary Funds 

1. Printing Newspaper (1,081) 

2. Yearbook Sponsor ( 669) 

3. Driver Education Supervisor (1,228) 

M* Bus, Cafeteria, Hall Duty, Regis- 
• tration Week Faculty Help @ $4*56/hr* 

N* Stage, Sound, Light Supervisor Non- 
School Events Q $4*56/hr* 
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0* Sumoer '^ichpol 

- Suamer School Teachers (1^337) 

P» Suamer/ Work Related to Instruction 

1. librarians - $493 

2/ Curriculum Development @ $8»20/hr» 
3. Driver Education, BTW @ $8,20/hr» 
Q» Work Related to Regular Instruction 

1» Temporary Substitutes @,$8,20/hr. ' 

2. Tutors Q $8.20/hr. 

TOTAL BUDGET (MAXIMUM) ALLOCATION 
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PROFESSIO!!AL ORGANIZATION MEMBERSHIP DUES CHECK-OFF AUTI!0RI2ATI0N gORM, 1973-74 

' SUBalT lU DUPLICATE - an initialed copy will be returned | 
to the teacher ind icat ing receipt o f the authorization fo m J 



TEACHEP/S NAJIE: 



Last 



TEACHER'S ADDRESS: 



Street 

TEACHER'S SOCIAL SECURITY NUMBER;. _ 
mm OF PROFESSIONAL ORGAI^IZATION : 



DATE:^ 



First 



City 



A^IHUAL DUES OF PROFKSSIO:iAL bRGANIZATinN: 



Day Ilonth Year 



Middle 



Zip 



IIAME, TITLE AND ADDRIiSS OF OFFICIAL TO iniOM DUES SHOULD BE SENT: 



I hereby submit this i/ritten request for dues checkoff for 1973-74 in accordance 
^^ith the terms stated in this authorization form. < 

I understand and^ agree that this signed form must be presented to the Business 
Office. of High' School District 80 on or before October 19, 1973 and the first 
payroll deduction will be made from the' November 5, 1973 payroll period, 

* 

Upon receipt of a lawfully executed written authorizatiofv from a teacher, (which 
may be revoked upon receipt of a written request from the teacher), the BOAiy) 
agrees to deduct from each regular payroll period an amount which is equal to the 
proratta share of the annual nembership dues and will remit such withholdings to 
the designated official of the specified professional organization. 

The teacher agrees to Indemnify and hold the BOARD harmless againjst any and all 
claims, suits, orders or judgments brought or issued against the BOARD as a 
result of any action taken or not taken by the BOARD pursuant to this authoriza- 
tion. 



Teacher's Signature 



ERIC 



Received in Business Office Date 



REVOCATION llEQUEST 

I hereby revoke the above dues deduction request, to be effective 
v:ithin three weeks of the date hereof. 



Teacher's Sijrnature 



Date 
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1973 Metropolitan Crusa'^de of Mercy Contribution Instructions 
- Payroll Deduction , Form - 

You mak^ your 1973 contribution in "any of the following ways: . , 

1) Direct contribution to the Community Chest. Send your " 
check .to: ' * 

a) Addison Community Chest d) Greater Villa Park Area 
P.O. Box 73 Community Chest 

: ^Addison, Illinois 60101 ' 320 Wildwood 

Villa Park, Illinois 60181 

b) Elmhurst Community Chest 

111 South York Road e) Any other local Community 

Elmhurst, Illinois 60126 Chest you chooae 

c) Lombard Area Community Chest 
P.O. Box 72' 

Lombard, Illinois 60148 

2) A contribution at the high school office. 

3) .Payroll deduction. If you choose this method, please observe 

the following: 

a) Each payroll deduction must be at least one dollar ($1.00). 

b) Payroll deductions will be effective for ten (10) successive 
pay periods starting with ,the paycheck due on January 5, 1974, 
and continuing through the paycheck due on May 20, 1974, a 
tiinimum contribution of $10.00. . 

c) You^ must designate in the space provided the one campaign 
(Addison, Elmhurst, Lombard, Villa Park) to receive your 

\ contribution. 

d) Submit all authorization forms directly to the principalis 
office who will forward them to this office. 

e) The following form authorizing your payroll deduction must be 
completed, signed, and on file in this office on or before 
November 30, 1973. 



BOARD OF EDUCATION 
COMMUNITY HIGH SCHOOL DISTRICT NUMBER 88 
CRUSADE OF I^RCY PAYROLL DEDUCTION 

Please deduct from each paycheck starting with the paycheck 

due on January 5, 1974, and continuing through the paycheck due on 
May 20, 1974. 

Send my contribution to the following community campaign; 
Circle one: Addison, Elmhurst Lombard Villa Park 
Date: ' Signed: ^ 



(Employee) 



Approved: ^ * Date?_ 

(Business Office) 
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COMMUNITY HIGH SCHOOL DISTRICT NWIBER 88 
1250 SOUTH ARDMORE AVENUE . , 
. VILLA PARK, ILLINOIS 



SALARY WITHHOLDING AGREEMENT 



To: The District Business Office' 
From : 



(Please Print) 

Re: Payroll Withholding for Ea«t nnPa^P ^^^iZE 

Please taodfy tny salary paychecks so that money may Tje withheld as 
provided below, and forward such salary withholding to .the East DuPage 
credit Union. It is understood that this deduction will not be i 
changed during the current contract year. ! 

1 

Withhold from my salary $ ^ ^annually 

_schooVyear. This amount 

toxonsist of semi-monthly withholding of $ 

each. The first deduction/adjustment will be made 

in the pay period ending September 20, |973. 



(Employee Signature) (Date) 



EXA11PLE: If you want $20.00 withhold frora each pay 
check, y^u will put $480 in the first blank and 
$20.00 in the second, etc. This amount may be 
saved or used to repay a loan, as you direct the 
Credit Union /Office. 

T'in i^'l'^ ""^^^ Be returned to the District Business Office no later than 
4:00 P.M., September 7, 1973* | 



(Accepted by) (Date) 



This form should be submitted in duplicate, one will be initialed and 
returned for your records. x 
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Community High School District i*88 
. 1250 South Ardmore Avenue 
Villa Park, Illinois 



. REQUISITION FOR MISCELLANEOUS PAYROLL 
Pay Period ^'to Date 



Name 


Soc, Sec.# 


Hours' 


Rate 


Gross 


PICA 


WH 


Misc, 


1 
I 

NET 
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TOTALS 
















o 



Account Number 



Submitted by Bldg. Principal Business Office 
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TEMPORARY CHANGE IN EMPI(»EE SALAKY 

Conmunity High Schbof^District 88" 
DuPage County, Illinois 



Date: 



Department: 



Aopllea to pay period of 



only 



Employee 


INCREASE 


DECREASE 


Explanation 




DAYS 


HOURS 


' DAYS ' ^ 


HOURS 














































- 
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* 




















/ 





COMMENTS: 



Signed: Supervisor 



Original: Business Offlc^ 
cc: Personnel Office 
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(Obtain new forma from the Principal^Off ice) 
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chapter-^i 
cOmkjter services / * 



For the automated support to Handbook 11^ :District 88 
elected to utilize t]ie computer services offered local districts 
by the College of DuPage (COD) , a local community college. This 
section provide^ a brief description of the cOD facility and the 
contractual relationship between District 88 and the College. 

.. X . .. . ^ . . ■ . ■ 

qOMPUTER 
FACILITY 



The College operates an IBM -370/135 in support of the 
Colle^ge itself (enrollment ' 10 , 000 students), 13 local public^ 
school'' districts and other users. Approximately 80% of the 
system is budgeted to be utilized by the College, whij^e 20% is 
budgeted to/ outside seifvices. While the system is up 24 hoyrs 

J 

per day 5 days per week, main frame utilization is very Ib.^^ 
(about 20%) , . ^ 

(a) Characteristics 

V 

^The- computer system at COD includes: 

1 r IBM 370/135 Central Processor with 144,0^0 

positions of core storage ^ 

^ 1 - 1100 line per mi^^ute printer < ^ 

'1 - lOCO card pet minute card' rcyader 

2 - magnetic tape units "(800 bpi.) 
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9 - disk drives (2319) 
39 - CRT visual/display terminals 

The system operates under DOS, utilizing three partitions. 
Foreground! partition Fl operates the GRASP input/output scheduler and 
control system 24 hours per day. Foreground partition F2 is used to 
service 37 remote terminals used in a variety of on-line administra- 
tive applications during the day and evening shifts. This partition 
^is unused on the night shift. Batch programs operate in the back- 
ground, with priority being given to instructional uses duiing the 
day (7:30 A.M." ~ 4:00 P.M.). 

(b) Programming 
The COD center utilizes IBM Basic Assembly Language (BAL) 

and COBOL as its prograimning languages. Approximately 80% of 
existing programs are written in BAL. Programmers are limited to 
56K bytes of core storage for programs to be run in background. 
Testing is done in a closed-shop environment. 

(c) Operations 

Data preparation capability is available at the center; 
however. District 88-has elected to do its own data preparation 
work exclusively. Accordingly, COD provides the District with "no 
control or data preparation support. At present, data is delivere'd 
and repjrts picked up at the center daily by District 88 personnel, 
Hov/ev:er, because of the many opera"tional iterations required in EPIC 
for month-end closing, a more frequent schedule is being considered. 
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(d) Organization 

An organization chart for the COD center is shown on the 
facing page.* As of this writing, this organization is undergoing 
some change; However, the facing' page depicts the organization which . 
was in existence while the EPIC system was being installed. Personnel 
assigned to the EPIC payroll project for District 88 reported to 
the Associate Director, External Services. The data processing 
department has a staff of 24. 

(e) Services 

External services were provided under the general guidance 
of aDuPage County Data Processing Cooperative (DPC)2, since disbanded. 
An organization chart for the Cooperative is shown on^the following 
f aci-ng page . The Cooperative Executive Committee was 'com.posed of 
seven school" district superintendents. The basic functions of the" . 
Cooperative were to (1) receive and evaluate feasibility studies and 
new system proposals, (2) assign development priorities, and (3) moni- 
tor development and implementation activities. 

Services -provided (DPC)^ members by COD were organized 
into groupings or packages, The full range ef applications offered 
to secondary schools at a current cost of $4.00 per student is des- 
■cribed in Exhibit VI-A. This cost does not include system develop- 
'. ment. Many- of these applications are on-line. 

DEVELOPMENT "OF 
HANDBOOK 11 SUPPORT 

The agreement for COD to' support the District in the 
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Figure VI-1 
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implementation of Handbook. II envisioned: 

1. The District would pay the costs of modification 
and implementation of the EPIC and payroll systems, 
by assuming the payroll costs of a programmer on the 
COD staff. 

2. The system, when operational, would be supported 
by the College under the terms of its complete appli- 
cation package arrangement with the District. Thus, 
there would-^be no additional cost to the District 
for operation of the system. 

3. District" 88 would perform all data preparation 
and. control activities, as with other appli^cation 
areas . 
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Exhibit VI-A 
(Page 1 pf 3) 



College of DuPage 
Application Package for Secondary Schools 

STUDENT ACCOUNTING 



Attendance Includes: 

1. Daily Report 

2. Monthly Summary 

3. Grade Reporting Interface (s) 

4. Year-end Summaiv 

5. Begin-of-Semest^4: Start-up \ 

6. Print 9-week Attendance Class Lists 
?• Daily Drop/ Add Notices 

Junior High School Grade Reporting Includes: 

1. Report Cards 

2. Failure and Incomplete Lists 

3. Grade Distribution 

4. Grade Lq^iding and Updating 

5. Beginnihg of Year Start-Up 

a. Student Schedules Interface 
D\ Manual Input (Scanner) 

6. Produce Teacher's Grading Sheets 

7. Up to 10 Sets of Mailing Lcibels 

i 

High School Grade Reporting Includes: 

1. Hard-copy Transcript 

2. Print Teacher's Grading Sheets 

3. Grade Loading 

a. Edit 

b. Actual 

4. Updates and Corrections 

5. Report Cards and Transcript Labels> 

6. Failure and Incomplete Lists 

_ 7^. Rank , ^ _ . ^. ^ 

8. Honor Rolls 

9. GPA 

10. Grade Analysis ^ 

Student Scheduling Includes: 

1. Tally and Conflict Matrix (2 runs) 

2. Scheduling Runs (2 runs) 

3. Student Schedules (43A) (2 per semester) 

4. Class Lists - Instructor (42A) (1 per semester) 
SVciass Schedules (07A,.07B,07M) (3 per semester) 
6?Semaining Classes (08)' (9 per semester) 

7. Students with Drops/Adds/Withdrawals (48A) (1 per semester) 

8. Maintenance 
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Exhibit VI-A 
(Page 2 of 3) 



Student Information Includes: 

1. All School Lists (1 per semester) 

2. Student Name and Address List {26A) (2 per semester^ 

3. Disadvantaged and -Handicapped List (1 p^r slmes^e?^ 
. 4. Library Delivery System List (1 per semester) 

b. Mailing Labels (3, per semester) 

6. Miscellaneous Card Tub Files (optional, cost extra)^ 



FINANCIAL ACCOUNTING 

Payroll Includes: 

1. Payroll Checks , 

2. Current Payroll Check Register 

"^ ^<^3^stments. Updates, Time Reporting, Trial Reqisters 

4. Federal and State Reporting registers 

a. Annual Teacher's Pension Report 

b. Monthly Illinois Municipal Retirement Report 
9. Quarterly Social Security Report (94 lA) 

d. Annual Federal and State Withholding Report (W-2) 

5. Local District Reporting 

a. Year-to-date Cumulative Register 

b. Deduction Register for each deduction and/or annuity 

c. Account and Fund Distribution of Gross Salaries 

d. Fund Distribution of all Liabilities 

e. Updated Personnel Information Record 

f . List of Checks Written 

I: lTloTel\ZVerBTo^ SMbseqaent Payroll Runs - 
pS^olJlisSibutLns'^''/"^'^^^^' ^'^'^^ '^'^'^ 

Budget-Cash Basis with Encumbering - and Payables Includes: • 

1. Board Budget Status Summary (monthly) 

2. Detail Budget Status Report (monthly) 

3. Processing of Transactions 

a. Check-writing entries 

b. Purchase orders 

c. Journal entries 

d. Vendors^ 

, e. Miscellaneous Changes/Additions/Deletions 

4. Open Purchase Order Listings (monthly) 

5. Vendor Name and Address List (upon request) 

6. Report of Business with Each Vendor (monthly) 

7. Board Checks (monthly) ^ 

8. Check Proof List (weekly) 

9. List of Bills (monthly) 

10. Journal Posting - List of Transactions (monthly) 
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Exhibit VI-A 



' (Page 3 ofO) 



INSTRUCTION 



Test Scoring Includes: 

!• Standardized - {including national norms) 
a* Pre-slugged answer sheets * 
Statistical Analysis 
Profiles 
d« Labels 

2. Teacher-made Tests - 

a. Student Scores 

b. List of questions missed by student 

c. Item Analysis 

Computer Managed Instruction (Preliminary Information) Includes: 

1, Daily updating of progress and ti^st resii^lts 

2, 'Weekly progress reporting 

3, Periodic creation of tests 

4, Scoring. of tests and retention of results for daily updating 

5, Listings of unit or packet material 

6, Listings of units or packets comprising courses 

'7, Periodic "clustering" reports grouping students by progress 

Student Programs - batch processed Includes: ' 

1. Fortran 

2. COBOL. 

RPG \ 

4, PL/1 

5. - IBM 360 Assembler 
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CHAPTER VII - ' 

ft 

PROGR?VM DOCUMENTATI ON ' «. 

This section of the manual contains a functional descrip- 
tion of the system implemented at District 88. The system selected 
for implementation in this District was the IBM EPIC:. Budget/Finance 
accounting system, with some modifications. Additionally, the " 
District employs a locally prepared payroll system which was modified 
extensively for this use, and was interfaced "to the EPIC system by 
the College of DuPage. ' 

Included in this section are an overall system narrative 
describing both EPIC and the payroll system, a general system flow 
chart showing the system in its operational sequence, samples of 
each input document and each report produced by the system, program 
narratives for each of the significant programs and descriptions of 
all master files. Appropriate sections of the IBM publication 
SH20-1253-0 entitled "Program Product. EPIC: Budget/Finance User's 
Guide (Program Number 5735-E93)" have been paraphrased or quoted 

•directly, as~appropriat~e. ~ wi"are indebted to IBM for its willing- ^ 

ness to permit use of this material in. this manner. 

This section is not intended to serve as a guide for actual 

implementation of the program utilized by District 88. There are 

several reasons for this: 

1. There is no assurance that another LEA desirous of 
implementing Handbook II would choose to utilize the same 
computer software. m fact, it is probable that there 
will be many other implementation schemes chosen, for 
a variety of reasons: ' 

I 
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. Different size districts will have different 
reporting requirements. 

/Available hardware and software facilities 
will vary. 

. Other software systems already are available 
which can be modified to support Handbook II. 

. Other districts may choose to utilize only 
certain portions of the automated system. 

2. EPIC is an IBM proprietary product. 

3. As a part of the Federal grant which supported this 
documentation effort, District 88 made no commitment to 
support the actual transference of the system to another 
LEA. While it may be willing to do so, the arrangements 
for such a procedure will have to be worked out indepen- 
dently. 

Rather, the intent of this section is to describe the system at a 
level of detail sufficient for the reader to fully comprehend the 
functioning of the system and relate that to the implementation 
efforts described elsewhere in this document. 

OVERALL SYSTEMS - 
NARRATIVE 

Separate descriptions are provided for the x^PIC: Budget/ 
Finance system and tue College of ^uPage payroll system. 
(a) EPIC Functions 

The EPIC system provides for centralized control of 
revenues and expenditures. Master disk files (account master records, 
unpaid invoices, accounting transactions, vendor records, outstanding 
checks and open orders) are created and updated by the system. At 
the start of the fisc?'' year, the user initializes his account 
master file, includin udget accounts containing budgeted amounts. 



ERIC 



Daily accounting transactions in punched card form, such 
as orders, invoices, payroll checks, receipts' and expenditures, 
update the disk files. Checks are prepared on-line utilizing invoice 
and vendor data kept on disk. Maay of the programs used in process- 
ing both daily and permanent data include built-in safeguards ' to 
edit data validity. 

The system has -the ability to include historical ledger 
balance amounts for individual accounts. Thirty-six monthly and 
three prior year totals may be carried. At the otVer end of the 
accounting period, the year-end balance of the current year and the 
three future yeais' plan\otals may be projected for each account. 

The system is so designed that the five major account 
categories -assets, liabilities, fund balance, income, and expendi- 
tures - are designated on disk through the use of number ranges 
, specified by the user. In addition, a sixth miscellaneous category 
for use with budgets may be specified. Budget reports are produced 
with a variety of information: 

. Normal current year budget-ledger encumbrance 

. Year-end ledger balance for the current year (a 
projection) ■ 

. Next- three-year projected totals of ledger balances 

. Prior three years' ending ledger balances 

. Prior 35 months, plus the current month, ledger 
balance history 

Budget reports can be printed in five optionkl sequences, in addition 
to the standard account code sequence. Also, automatic budget adjust- 
ments may be performed. 
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A year-to-year transition capability is used to perform 
closing and opening account functions. Thus, files do not have to 
be manually reconstructed for the beginning of another fiscal year. 
(b) EPIC Classification Scheme 

In EPIC, individual accounts can be classified for report- , 
ing purposes using up to 12 different accounting control levels. A 
four digit field is reserved for entities within each of the 12 
control fields. Thus, in EPIC an account number could be as long as 
4 8 digits. District 88 uses 11 of the 12 control fields presently. 
In order to simplify the external (manual) use of this extensive- 
classification scheme, a "unique 'account identification serial number 
(ASN) is assigned to each valid combination of digits in the account 
code. The ASN is then the number used throughout .the system to . 
refer to the account. It apparently was intended that the. ASN' s" 
would be 'assigned randomly to accouHts. -However, at District 88, 
the ASN itself has.^been structxared to display location, department 

and object by inspection. . • , 

• ' . " ... 

Cc) Account Posting • 

The account types (expenditures, revenues, assets, liabili- 
ties and fund balances) m.ust be specified in terms of a formula by 
which the computer, can correctly classify any record ih the system. 

For example, at District 88, the code 1 serves to class^ 
ify an account as an ass-t; 2. serves to identify a liability; 3 will 
identify the fund balances; 4 identified revenue accounts; and 5 
identifies the expenditures. 
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The formula approach is us6d to prevent clerical errors 
in classification and to reduce the overall' manual effort involved 
in maintaining the system, since a single formula is needed which 
works for both revenue and expenditure accounts, this method is 
chosen over that which uses absolute values in the budget field, 
and that which requires a recognition of the account as an Expendi- 
ture or revenue to determine the mathematics required to compute 
the available balance-. 

For this reason, any transaction posted to a revenue account 
must have an X or 11 punch over the unit's position of the amount 
field. The punched sign will cause the amoun.t to be subtracted. 

The available balance then is computed by accumulating ' 
the algebraic sum of the budgeted amount,, the amount expended" (or 
realized) and the amourtt encumbered. 

In addition to specifying a formula by which accounts may 
be classified by type, certain particular accounts must be identified 
more specifically. For example, the fund balance accounts to which 
the expenditures and revenues must be cffset at the end of the year 
(when such accounts must be cleared to zero in anticipation of the 
start of the nefxt year) are identified by means of specific account 
segment codes, which will be found in each Instituuion-Fund set of 
records contained within the total file ' of" records . . The precise 
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account which must be credited when payment is made must be speci- 
i:ied for each different Institution-Fund combination. 
\ (d) Budgeting • . . 

Budgets are developed both for^pr6posed expenditures, and 
anticipated revenues. A series of budget reports display actual 
experience against the budget^ and utilize budget informat-^on to 
provide year-end projections. ^\ ♦ 

■-(e^ System Fe.atures * . . 

' Th-ere are various options with EPIC. A summary of these 
choices follows^ together with an indication of the way in which 
District 88 has elected to utilize (or hot utilize) these options. 
^1; ACCOUNT CODE LEVELS 

Twelve levels or segments of account code assignments 
, i^y be used. Segments may be assigned individual 
' codes to represent the various accounting, breakdowns. 

• Each'code category may vary in length from one to 
.four digits. The user may -^determine what the levels 
Qr segments represent in accounting terminology: 

• fund^ levels function^ object (major and^minor)/ 
record type^ loca»tipn> and program are some of the 
categories. The organization may use as many of 

• these 'segments as it desires. As indica-ted above / 
District 88 presently utilizes 11 of the 12 segments. 

Account records,, are grouped on magnetic disk by 
account type classification and will be printed out 
in this^ standard sequence as one of^ the six possible 
output report sequences. Therefore/ one of the 
> ^ segments should provide^ for the breakdown of income^ 
expenses^ assets^ lia^bilities ^ fund net, balance^ and 
. ' miscellaneous. 

United .States* Office of Education Requirements and 

* Planning ^ Pxogfamming Budgeting System (Categories 
readily fit into the flexible level structure. 
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2. ACCOUNT ALPHABETIC DESCRIPTIONS 

Up to 12 separate name fields may be specified for ' 
an individual account number, one for each segment' 
withm the number. The preate .Dictionary Fi'le /OB02) 
program is used to accomplish this. Each name may 
be up to 3^1 characters in length. In the diction- - 
ary^ approach, each segment need be punched only ' 
once m a special account description dictionary 
card deck. The o'omputer automatically and repeti- ■ 
ti.vely assigns segment descriptions as often as 
the given levels are repeated. 

3. REPORT P.RINTING SEQUENCE 

Each organization may choose up to five optional 
report control printing sequences in addition tp ' 
the standard physical file printing sequence.- / 

4. HISTORY DATA: FUTURE PROJECTIONS 

The user may -initially include up to 36 prior 
monthly ledger balance totals for the three "years- 
just preceding the start of the new fiscal year 
with which operations are to commence. These 
totals become part of the Account Master file. 
At the conclusion of each current month, past 
months' balances are automatically aged one month 
by moving each monthly field over one position. 
The program discards the .Idest month, if all 
fields are filled, and inserts the balance of the 
month just finished as the first prior month. The 
computer uses these monthly figures to project the 
current year-end balance. 

when the historical data is first entered, yearly 
totals are computed by summing the monthly totals 
for any year in which all 12 months* history has 
been provided, 'xhese .yearly, totals are updated " 
annually thereafter by the Year- to- Year Transition 
program. .The annual total historical data, " together 
with the projected current-year ending balance, is 
used to project the future year balances one year 
into the future for each year in the past for which 
history is available,' up to ^ maximum of three year&. > 
The budget comparisons report containing data 
concerning all years available will be .produced as 
a part of tl^is process. 
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5. AUTOMATIC BUDGET ADJUSTMENTS^ 

The user may let the computer transfer funds 
from reserve accounts to receiving or covered 
accounts in the case of overdrawals. Such 
transfers fall into two categories — triggered 
or requested • Triggered* transfers occur auto- 
matically whenever a covered account is involved 
in an oyerdrawal, On--request transfers are 
restricted to those computer runs during which 
a special ,budget adjustment control card signifies 
to the system that transfers are to be made for 
the given run. 

6. non-dollXr figures in^monetary records 

Provision is made for non-dollar quantities to be 
carried as part of the Account Master records. 
-Such accumulations may be useful in themselves as 
an integral ^part of the accounting record, or they- 
may be used as input data for special programs 
written by the use^r to implement procedures 
peripheral to the budc, c and finance procedures. 



YEAR-TO-YEAR TRANSITION—OPENING AND CLOSING FUNCTIONS 



Th4 computer may be used to automatically prepare 
much of the next fiscal year's Account Master disk 
file. Expenditure and income accounts are zeroed 
out in preparation for new year accumulations. 
Other types of accounts a3;e left unchanged. . The 
offset amount of each expenditure and inc me account 
is posted to the fund balance account related. to the 
zeroed accounts. Optionally, accounts receivable 
and accounts payable may be accrued as of the year 
end and reversed as the first entry of the new year 
by means of journal entries. 
> 

8. SUMMARY REPORTS 

Reports which are produced primarily from information 
in the Account Master file, in the standard ^or five 
optional sequence^ may be produced either in full, 
detail or in any level of stimmarization. According 
to controls punched in a run- time option c^rd, 
reports may omit control level totals and breaks, 
excluding incremS^nts from the lowest level in the 
sort hierarchy upwarcis through Jiigher levels. A 
full description o£ the reporting options selected 
by District 88 is contained latter in- this section. 
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9 . CODE BOOKS 

After major file revision, usually at the end of 
the year, the user has the option of printing an 
J . account' code book. New account serial identification 
■ numbers are^ printed^ in association with all segments 
of account code numbers and alphabetic description. 
• * The account code book is used as a reference for 
. finding the ASN punched in transaction cards. 
* ^ Dictionary and vendor code books may, also be printed. 

\ 

10. EXCEPTION ENTRY OF DATA TO ACCOUNT MASTER FILE 

During creation of the account Master file, account 
co^e segment's may be keypunched on an\ exception basis. 
This means that only new segment 'codes, need be punched, 
not ^hose -already fed into the System. 

A number of the options availaSle in IBM's EPIC program 
product v/ere not implemented by 'District 88. These include: / 

1. Automatic distribution of expenditures within 
specified group?, of accounts according to fixed 
percentages. 

2. Line item budgetary accounting. 

3. Interim budget and encumberance transactions . 
entered via Port-A-Punch cards. 

4. Three of the six report sequences 'available. 

5^ The twelfth dimension of the account classifica- 
tion scheme. This dimension has been reserved for 
future use. , . 

As of this writing, several other features have not. yet 
been exercised, although their use is contemplated. 

1. Year end closing and the year to year transition 
. routines. q 

2. Entry and use of non-monetary data. 

3. Forecasting and future-year projections. 
.A glossary of terms is included as Exhibit VIX-A. 
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(f ) Payroll 

.-^ All employees of District 88 are paid bi-monthly on the 
College of DuPage payroll system. This includes certificated and 
non-certificated employees, substitutes and temporary help, over- 
time and various kinds of special payments. 

The payroll system is organized around an index-sequential 
disk payroll master file which contains three records for each 
employee. These records are: 

. Current Payroll Data 

. Cxamulative . (year-to-date) Payroll Data 
. Personnel Data 
._The system performs all payroll calculations, including 
special provisions to accumulate College Work Study Program earnings 
and to finalize and liquidate time-specific contracts. The system 
operates on an exception basis and contains a completely automatic 
internal schedule of payroll dates by individual, showing deductions 
to be taken and reporting to be produced. . 

Outputs of the system include: 

1. Paychecks in employee number sequence by district 
or location within district. 

2. Check register. 

3. All required Federal and State reports, including 
contribution to the Teacher's Pension fund and Illinois 
State Retirement Funds. 

4. Loca] District reporting including: 
. Year-- to-d ate payroll register 

. Dec^uction register 
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. Account and fund distribution of gross salaries 
and all liabilities 

. All master file changes 

. Lists of employees and name and address books 

. Disability insurance eligibility 
(g) Payroll Distribution 

The system provides for payroll charges to be distributed 
to up to six different end uses (called "contracts"). An employee's 
prime contract (Contract #1) can be distributed on a recurring basis 
to up"to 15 different, activities (e.g. c6urses, departments, programs), 
charging a specified percentage to each, in addition, the employee 
can be assigned up to .five secondary contracts. These are temporary 
in nature and must be specified at payroll run time; but, ean be 
assigned a duration (in payroll cycles) and a fixed gross amount. 
Basic earnings, deductions, and employer's contributions to various 
fring^' benefits all are distributed to the accounts based upon the 
terms of the contracts. 

The payroll system was modified by the College of DuPage 
to produce account distribution entries in cards for entry into 
EPTC . 

GENERAL SYSTEM 
FLOW CHART 

Exhibit VII-6 contains a general system flow chart fot 
the payroll and EPIC systems as they are in operation at. District 88. 
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This chart depicts all programs, i'iles, input forms used by and 

outputs produced by the system, and shows how each program relates 

to the other in operational sequence. Inputs and outputs are 

specifically referenced to the examples of these documents contained 

in Exhibits VII-C/1 through VII-D/AD. 

The EPIC system provides the option to run certain reports 

in any of six sequences. District 88 has chosen to use three of 

these sequences for its purposes. These sequences are: 

• Option Option 
Standard #1 #2 (Summary) 

4 Fund Location Fund 

Account type Department ' Account type 

Fund source Account; type Fund source 

Function (3 levels) Function (3 levels) Function (2 levels) 

Object (3 levels) Object (3 levels) Object (2 levels) 

Location Fund Source Location 

Department * Fund 

In the output report exhibits, these sequences are referenced by 

name. 

(1) Two ^additional options are available but not identified here^ 

, SYSTEM 
FILES 

The EPIC and payroll systems contain eight master files. 

They are: 

Account master file 
EPIC dictionary file 
Vendor file 

Accounting transaction file' ^ 
Open order file 
Invoice file 

Payroll/personnel master file • 
Pupil personnel master file 

\ 

Most of these files are indexed sequential and maintained on disc* - 

The contents of these files are displayed in Exhibits VII^,E/1 thru 

\ 

VII-E/8. 
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PROGRAM 
NARRATIVES 



Narratives dealing with programs of the EPIC system have 
been extracted from IBM Publication SH 20-1253-0 and modified to 
reflect the system as dt was actually installed in District 88. 
They are described below in the operational sequence sug.jisted by 
the flow chaiit. For reference, Exhibit VII-F contain! a list of 
programs in the system, showing program identification, title, a 
brief description of functions and a reference to the page in this 
section where more detailed information may be found. Following are 
brief program narratives for EPIC and the payroll. * 
(a) File Initialization and Header Record Creation (QBOl) 



JCL 



Data and 
Controls 




The initial program in this program product, QBOl, is 
used to initialize all file space provided to the system in the 
preceding space-allocation step,. All files in this program, with 
the exception of some temporary work files, aie '/direct access" 
files coded in COBOL with the words ACCESS IS RANDOM. In data 
processing terms, this means that record? in each- of the permanent 
files may be read from, or written into, on an in<3ividuc\l basis 
without regard to their location within the file, and without re- 
quiring that the entire file be read or written. 

^ In most cases, records are read by means of their "rela- 
tive record number", meaning their nmmeric count location in the 
file. All records are numbered, starting with 1 for the first 
repord in the file. In some cases^ records are read by means of 
a /"key", or control field, on \^hich the records have been sotted 
at the time the file was initially created. 

The QBOl program writes "blank" records throughout all 
of the space allocated to the- file, and it counts the number 
record slots which it has been able to initialize in the space 
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provided to each file. This count is recorded in a "header" record. 
Header records are one or more records with a format different from 
the normal records in the file. They start with the first record 
position in each file and use as many record positions as necessary. 

Initialization is the first step in installing the system. 
The Account Master header records contain the user's unique specifi- 
cations for file usage. These are as follows: 



1. Institution or organization name. 

2. Definition of up to 12 accounting control levels ^ 
for both current year and next — 12 each. 

3. Up to five varying report sequences for both 
current year and next. 

4. Record xinlc pointers to the first and last records 
in the file for each controlled sequence — five each. 
The pointers used are record location control keys 
which allow records to be retrieved from disk in pre- 
arranged reporting sequences, without having to 
actually sort the records. Records always remain in 
physical sequence on disk, according to the account 
I.D. serial number (ASN) assigned when the account 
was originally established. Exception3 are additions 
which are located at the end of the 'file. 

5. Statement of account type classification ranges 

for both current year and next for each type of account. 
Included are the level in which encoded and the range 
of number values serving to identify accounts reserved 
for income, expenses, assets, liabilities, fund balance, 
and miscellaneous budget accounts. 

6. Statement of the offset account segment codes re- 
quired in the fund balance accounts. These accounts 
receive the total yedr-end expenditures and revenues 
when being closed at year-end. Also, the account 
segment codes to which the total adopted expenditure 
and revenue budgets are offset. The offset is needed 
to force a zero-balance contrcU- at the time of estab- 
lishing the new year's original budgets. 




(b) Dictionary Create (QB02) 




Account Seg- 
ment Code 
Description 



Dictionary 
Code Book 



Dictionary 
Pile 



Input Form 7 is used to provide to the system a list of 
valid account segment codes, and the description of each such code 
which ±s to appear on all status reports where the account code is. 
included. QB02 creates the Dictionary file, which will be used 
iat.er to make the numeric-to-description conversion when producing 
reports. The Dictionary file should be created first in order that 
thesrj codes will be available for editing to insure validity when 
account segment codes are used by other programs. 

Initially, only the Current Year Dictionary file would be , 
created. if the account segmenL codes are to change for the coming 
year, a new Next Year Dictionary file should be created once the 
new codes have been determined, with both versions of this file 
remaining in use until conversion to the next year is complete/ 

Following creation of the Dictionary file, a Dictionary Code 
Book will be produced. This pr'ogram may be used independently to 
produce additional copies of the Dictionary Code Book when needed. 

The QB02 program is also used to update the Dictionary file. 
In this mode, codes which are no longer valid may be de3,^eted, and * 
newly created codes may be added to the fi?o. Following each file 
creation or updating, a nev; Dictionary Code Book will be produced, 
showings the updated status of the dictionary- 
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(c ) Account Master File Create (QB0 3) 




\ 6nce the Dictionary file has been created, the Account 

Master file- must also be set up. The valid combinations of account 
segment codes,- and their associated Account Identification Serial 
Numbers (ASN)^, are input to' create records in this file, using data 
from Form 3 of the input data forms. Historical data in the form 
pf ledger, balance totals for each of 36 prior months are input to 
this program, using data from Form 4, if such data is available. 

At District 88, it is planned that this program will be 
run on a monthly basis to permit account code changes. The account 
master file is backed-up on magnetic tape in a special addition to 
this run (QB03A) . 

Records are grouped on disk by the major accounting class- 
ification types. These are assets, liabilities, fund balance, in- 
come, expenses, and miscellaneous budgetary - accounts. The account 
type is determined by the ranges of the account code segment numbers 
named by the user. A specified level of the account structure con- 
tains these ranges. 

^ 

The Account Master file contains these gategories of 
information: 

^ . Account ImD. serial number (ASN) . 

. A maximum of 12 account code control levels fpr 
each of two years - current and next. 
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. Date file was last updated, and pate each 
individual record was last updated. 

• Automatic budget adjustment host aSN codes, 
both requested and triggered.. 

• 35 prior months* ledger balances. 

. Current-month-to-date ledger balance. 

• Current-year-to-date ledger balance. 

• Prior three years* ledger balances. 

• Quantities, both month-to-date and year-to-date. 

• Outstanding encumbrances.* 

• Current year budget data — original adopted, 
adjusted and approved, current working but not 
yet approved. 

• Projected year-end ledger balance. 

• Approved budget balance of line items to date for 
next year. ^ % • ' 

. Ljine item budget file pointers. 

• Record retrieval sequence control pointers, includ- 
ing percent distribution pointers (all pointers, 
both current year and next). 

The encumbrance amount carried in the master file is for 
the outstanding total only. Detail records with amounts which make 

-^^^^^^"^ carried in the open order file. Some of the master 
file information — for example, the projected next yeat amount — ' 
IS optional, or not possible to obtain unless other optional data 
has been supplied. ^ 

Two Account Master file header records contain controls 
for account master file records ~ one for current year and- one for 
next year. Each record contains: ' 

. Two account control levels, current year and next 
year retained separately 

. Five optional report sequence control.s .for both years' 

. Account type classif ieation ranges for both years 
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Offset account segment codes for year-to-year 
transition 



• Institution name 

• Record link pointers, Current year and next 

The QB03 program may also be used in an update mode. In 
this mode, newly created valid con±)inations of account segment codes 
are added to the Account Master file. Form 3 allows the use of *a 
short cut exception method of adding new accounts *to. ^the existing file, 

In this method, the standard sequence account code book is 

used to locate the position in the file for the new-account code V 

combination, which is subsequently writteh 'into' the code book for 
future reference. 

On Form 3 the following items are entered: the ASN, plus 
only the segment codes that are changing, plus the ASN of the account 
just preceding the new account in the code book. The computer will 
look up the referenced account just preceding the new account, and 
retrieve all account segment codes which are unchanged. It wlJLl 
combine these with those entries which did change, recording the new 
account iinder its new ASN reference. Since most new accounts will 
differ only slightly from a previously assigned account combination, 
the effort involved to add new accounts may be minimi^^zed. The 
exception method of entering new account codes .may be used only in 
the UPDATE mode ofQB03. 

(d) Create Special ASN Table (no designation) 




A special program was created by the College of DuPage to 
assist in development of the payroll , interface to EPIC. This program, 
creates a table which cross-references the most recent ASN assign- 
ments for Board share deduction to the existing payroll classifica- 
tions. This is used to ensure that when distriJ ution is made of the 
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Board share of the payrpll deduction that it is recorded in the proper 
accounts, 

(e) Print Account Code Book^ (QB20) 



Controls 



Dictionary 
File 



Account 
Master 
File 




Since each account is identified in all transactions only 
by an account I,,D. serial number (ASM), the ability to determine 
correct ASN's is an essential element of the system. Account' code 
books aire prepared periodically. New books are produced v;hen nec- ^ 
essaxy because of the volume of new accounts adde4 or changed since 
the preparation of the last set of books. 

Account code books may be produced in any of seven sequences. 
Six of the sequences are the same as those whi<§h may be used to pro- 
duce budget reports and several other reports on the status of the 
Account Master file. The six sequences inclXade the standard sequence, 
in which 12 ^ccount code levels are sorted in their original left-to- 
right sequence. The fi<^e special report sequences, in which these 
levels may be rearranged in any sequence, are also available. Both 
the account coding and. its associated description are physically re- 
arranged, according to the sequence selected, before printing. The 
sel/enth sequence is in strict ASN order. The kSU arrangement acts 
as an index to the accounts when all that is known is the ASN itself* 
When run in ASN sequence, the acco \nt code and associated description 
appear in- "standard" sequenbe. 
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MICROCOPY RESOLUrrON TEST CHART 



Each entry in the Account Code Book reflects an' account • in 
the Acco.unt Master file whi'ch has* not been tagged for deletion,"* Thus 
there will be as many entries in the code book , as thene'areT accounts. 
Three items prin£ for each* account: the ASN, the account c^de number 
itself with aach account code * segment given in a logi*cal . level by 
ley^l 'arrangeqnuent, and thelfull description of 'the account. The 
,la1;ter is ^ also logically arranged, with each account- cohe segment ' 
translated through reference to the account dictionary, . * * 

£>ne person was given the assignment of determining what 
co^nbinations of account codd segments are valid for inciusiw^ in 
the Account, Master file. A. new ASN wi.ll.be assigned to eacrfi new 
combination • . . , 



' / ' At District 88, the ASN's themselves have been provided 
•with partial meaning/ as follows: 
XX 

XL 



X X X X X 

^ - , Object Classification 

\ . ^ Function q^t Activity 

^ ^ Location. 



An ASN number can vary between 1 and 65,535. The limi ta- 
ction of 65:,535 i^ based on the use of a 16-bit binary number, inr 
ternally in the programs/ when referencing an ^account: by its ASl^ 

Code books' pro<iu^d/by this program sho.uld probably be 
used in 'the following manner: The control person chosen, to add 
new accounts would have a complete set of books. 

' ^ When a new entry is" ittade," 'it would be 'made manually, as 
staffed cdDOve, in the standard s^quence^ code book. The new code 
iwould be inserted between the two existing numbers where the new 
account.' code would normally be positioned in standard left- to- 
right .sequence, according to 'the Recount segment codes, by level. 

' • * , . \ ' 

Code books produced in'^sequences other than standard or 
aSn would not normally be manually updated when new codes are 
assigned, ^ Such books are normally used as indexes to assist the 
user in finding whether -a particular account code has already been 
established. The books would- also be used by .clerks whose respon- 
sibility includes the cooing o£ dociiments using existing codes . . 

It is highly, desiral^le to have the assignment of accoiHXt 
codes performed 'as close to the source of the entry as possible. 
Selected sequences of the code book may be- distributed to locations 
where such coding canr be used as reference .to original documents 
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which, later'\form the ^asis of accountiiig entries. 



District 88 distriikite^ to each ^school location a coc^e 
book sorted by loftation codef^jWith only that' gorlion. of the book 
applying to the particular location. < When a p^urcha^e or *sto^B« ^ ^ " 
reqi4sit?.pn 'is submitted, or a change proposed ^ih thie a^feignment ot 
personnel', the ASW .appropriate* to the' requisition oi;. te.yised- employee 
status can be used as .reference to the "document, itself * . * ^ 

Clerical 'Staff meinbers who ■manOall^' process precoded 
documents at a la^er time need onfy^ verify tliat the ASN Appears to • ^ - 
be appropriate, and the^' use the same .cpde for reference to. the 
resulting purchas'e or store3 i^s^ufe order, or 'personnel cltapge' 



action 'form.' 



(f)^ Initialize *Acciount , Groupings ,(QBP4) ^ 




Master accounts are grouped for several reasons: 

. ■ \ V ' * : • 

Percent distribution under curJrent 'year cdntrpls pro- 
vides' the means^ of grouping accounts,. Accounts are 
grouped for the splitting of working budgets, le.dger 
balances, and encumbrances* percentagewise -am^ng a ^ 
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variable •number o£ accounts which are members of 
the same allocation % groups 

' This JEeature of EPIC is not used at Distri'^t 88. 

. Percentage distribution Sunder next-yeaV controls ^ro- * * 
vides the means of allocating history dat:a among new 
year accounts*/ 

?^ ; ' This feature' also is not used. / ' ' 

« • ' . » ^* 

* .In automatic budge*t ad^justment,/ specif i'ed- ^'covered" *^ 

accounts are linked tfo^pr^kssocUa ted Witli reserve 
fund "hos't" accounts. If * a covered account is bver- 
' * ' drawn as exponditure transactions are processed against 
the master budget account^ the program locates the ^ * < 
"host" account. It then generates a transaction -to 

• transfer workihg budget to cover the overdraft. This 
« is done whether or riot ^the "host"' account has suffic- 

<, * lent available budget to support the transfer without 

^* ' going in* the red itself. Overdrawn, "host" accounts, 
' may, then bec'ome "covered" accounts for x)btaining 

working budget funds from a .higher level "host" account, 
Th^ lowest level 'of host-covered accounts is called a 
- "triggered basis" adjustment^ wh4.1e the -higher level 

in^ the two-level hierarchy is called a "requested 
basis" adjustment. ^ . 

* Aut;omatic budget adjustme .ts .are effected with data cards 
/prepared from FornT-.S. Two types; of automatic 'adjustment are pro- 
vi^iai ^iggefeG^and requested/. ' \ . 



(^;)" Ini^tia^liz;^ Budget (QBll ) 



Data ' 



^Controls 



Dictionary 
File< 



^ * ♦ . 




QBll 
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Appropria- 


E 


Card 




tions 




Error ♦ 




Register 
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EPIC was 'first ins.^ai^led at the t>eginning. of the riscal 
year. .Thys, the '•new year'§ budget was not developed with the 
Budget Development Subsystem but w^s initially input ip cpmplete., 
form. Program QBll allows the input of the initial 'o'fficially 
adopted budget, as established by the governing board of the 
ii>stitutional user. Df' cqwrse, the.'.BOard Approved the'^budget using 
^surinl^ary fiigures. ^Then,^this program :was provided with thfe -detail 
entries to-estabLi>sh budgets at the T. owes t level of control while 
maintaining' the budget totals approved fpr the start of the "fiscal « 
year. , - ^'"^ ' / - I ' ^ . 

, Input data cards to ^this program *re in th'^e forkat estab-'.V. 
lished by Form JO of -the inputfdat'a collection forms% Thefee cards " 
/may be coded o "a" or "K". "A" caVds are the means of entering origi-. 
naX budget ainounts into the Account Master record. "K" cairds - <-V* 
Budget Adjustment Car^s - are used to adjust the three >budget fields 
in the Master record. . " • 

^ When budgets using this program are entei;ed in the ^ ^ 
♦ORIGINATE' mode, such budget;s*are considered "as adjustment^ to all * 
three budget .fields » in each account mast'er ^f'ile record. 'Since \ 
tljese fields will' initially be"- blank, "adjusting" the fieOjls wiil ^; 
in" effect establish the ampunts as the initial^ budget. The .thre^ ♦ 
fields fe^fected.in tl;iis mode ar^ the' "Original" "Adjusted", and 
••Working" budgets. * * ' ^ '^ ' ^ 

r ' ' ' ' , . . ' ^ ' '\ ' • 

' During the course of the fiscal year, wdrkirig. budge£ v/ 
adjustmenvts will be mad^^and incorporated into the r^^cords through 
the running of transaction registers. Eventually the working^ budgets, 
will differ from the tjriginal budget to such a degree that a decision* 
must be made to request that the governing board officially *adjust 
the budget.. At this time, 'this program is executed in an ANALYZE 
mode. In this mode, the differences between the working budget • 
and the currei^t adjusted budget vi 1-1 be computed, and a deck of 
adjustment cards punched out for* subsequent use in effecting the. • 
change following approval of the governing board. Since the workijig^ 
budgets must continue "^to change as transactions occur, this operation 
in essence freezes the changes to be requested, to- those which were 
required as of the time thftat* the .analysis was executed. 

Eventually the governing board" will "approve, perhaps with 
changes, adjustments to the originally adopted budget (or to a pre- 
viously^ adjusted budget). At that time, the 'card deck punched out 
when the analysis run was executed is input to the program, jrunning 
in an ADJUSTMENT mode. In addition to the 'originally produced deck, 
any ^changes to the adjustments as originally punched' must be added 
to the deck through manually produced cards. , " ' 

' 0' . 
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• t \-' When this prociram is executed in the ad^s'tment mode, ■ ' 
onlV tHe- "adjusted" budget is " affected. This is .^^uired ,^ince 
?he originaj-'b^let is llmpst no ver. changed aft^| th.e publication • 
of the ordginal budget adopted for the^year, ursl^s the b.udget is 
?i-ad?e?tiIeS aijd a new budget adopted, The wo^kiftg budget, already 
con-tains" most o£"the chatngeS. , , 

. All data cards (bud^jet ^ajustraents) read by '/this, program 
muAt zero, balance- in respect to e^ch Institution-Fund combination • 
included in the run. In its" ii?itial OR-klNA^E mode, the official ^ 
adopted .budget v ast, be forced: to zero-balance >tfough inclusion^ 
of a budget 6ffset amount separately defined, for budgeted expendi- 
tures and -budge. i-.ed 'revenues;' Thereafter -all f ^ar^her-lpudget ad3ust- 
ITnts sKouM I.lsQ.,zAro-baiance, sihce 'adjustments by the'ir^ature 
involve moving "budget from one account to. another^ within the same 
instifcution-f und combination. ' ' * . :. 

The official budget adjustment program may be. run several 
tim4s i3er year, including the pteriod after the -end .of the budget ^ 
year, if an updated final budget , report is desired for history . ^ 



^ ^)., Vendor File Create (QB.05 ): 
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- ' Program QBOS'' establishes a file of valid vendor reference 
nianibersV togetAfer wi'th the names and 'addresses of -such vendors 

.'Suitable for use in maiUnd This starts the cyclical {weekly at . 
District 88) processing cy61e. Provision is made- for storing 

• .stltls?ics on the volume .of b.u^lness transacted with each vendor. 
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^ This program also inserts new vendor records into the 
file. The vendor disk record contains the /following data: 

. Five lines of name* ,and ad^i^pss, 33 characters each 

• Month and year of la^ order to this venddr 

.'Number of orders to this vendor, since last initialized 

. Amount ordered from ±his vendor, since last initialized 

Vendor number — ^ ^one alphamerinp prefix ^and six digits./ 
The prefix chosen should be the same for all vendor 
" numbers ^ v * , . -t^, - 

. ' V 

• Segjaencing. ^pointers to make possible record retrieval 
in vendor sequence after additions have befen included 
in file 

There arye two vendor header records which contain control inlformationi 
Tl^ese contain: ^ - 

V • Institution name 

. - Vendor alphabetic arid special numeric t?elimiter controls 
(dummy vendor numbers needed to tell ' Ue computer jvher^ 
* each letter group ends the end of all names beginning 

. with the le titer "A", for instance) ' , 

. Indices to vendor letter and special number groups. 

The regap routine in the program assigns vendor numbers 

to vendors in the same sequence as the file has Ibeen 'created 'and 

maintained, but allows maj^dmum room between vendor numbers to assign 

new numbers. This should ''be performed immediately after file creation 

to initialize fully gapped vendor numbers from the start of operations 

.with the sVstem. • * " " ' " . 

-* , » # 

Interim assignment of new numbers is performed. manually: 
a new, number is assigned by selecting, an appropriate number from 
a gap in the previously assigned numbers of the Vendor Code Booki 
Such insertion maintains the .overall alphabetic sequence, if each 
insertion is properly located alphabetically. ^ / " 

The first vendor header record contains alphabetic and 
special number control indexes to permit total printing on the 
open order listing for vendor groups, e.g.^, for the A group, B 
group — «up to 0 through 9 special number groups. These indexes 
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are created earlier by the File Initialisation and Header Record ^ 
Creation program. After many, additions o£ new vendors to the file-, 
perforriiance l^f programs^ using this file will be improved if the 
filfe is reorganized-. Such ; reorganisation would place all vehdoifs. 
in a/purely sequential order by vendor number; When the. file is 
reorganized, all vendor records which .had 'no new. orders within ^ 
the las-t two full years- will be . automatically deleted, from the file, 

Ihis' program prints the Vendor Code Book, the Vendor 
qode Book can optionally contain the current statistics gathered 
on each vendor up to the point at which the code book is printed. 
These 'statistics/include the date of laist order, the number of 
orders placed, and the value .of orders placed since the last time 
that such* fields were initialized. Initialization is usrually at 
the start of the current fiscal year. • ' ' • 



(i)' Order File Create (QBpg) 
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New orders ^for goods and services, • such, as purchase ^ 
orders and contracts,' are usually entered into, the system J^^rough 
the use of program QBp8. : An alternative method using Port-A-Punch 
cards is prov^ed,. but was not adopted by District 8^, 



^Most- data 



cards • accented by this program are in the format 'wMch- p'fovideP 
for ent6il»Rg a single account breakdown per card. ^ HovTever' • ar? 
Order Spread Card creates an identical record 'but provides 'for 
entering up to' three account breakdowns>£©- the safne order' 
using a single cai;d. . J ^ ' 

Pro'gram QBOS may be used to create the initial entries 
in a new file, such as" would .be en^ouptered the fir^t time the ■ * 
program is. used, qr; to add new en€ries to an existing file. • Thi^ 
program also has An updatind mode whigh allows '/existing entrii^s to 
be replaced or deleted, or the -entire order - .to ber' completed. 'When' 
new orders or .-replacenients are being entered intS" the system, each 
ASN and vendor" number J.s validated " to insiire that it is a number 
existing m the Account Master file and Vendor -file. (Deletions 
from this file may be in the same form as oVder'completions , > 
which. apply to all- account breaHdbwns of ^n order, or may apply 
to an individual, breakdown, only. f t- a . . 

Program QB08 produces one of th^e two versions of* the ^ 
Outstanding Order report. The Version produced by this^ program 
IS in order number sequence. Disposition of this report normally 
would be to th.e purchasing, department*, where orders are filed** 
by order number. . ' - • , - 

. (j) Transaction Fil;^ Create., (QB06) • 
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'* The greatest volume 'of data* entering the EPIC: Bud\7at/ 
Fihcince syst^em will be, entered by using the QB06 program,^ This . 
progrwrm is. the vehicle by v^hich^most batched data is' introdiiced* ' 
.into x^e, siysteln. All data -Used^by this' program is in the iform 
of ••bciv^hes". - • ^ ' 

^4Ali en.tries in a* ba^tch are accepted at one twue, bepause, 
the ^entire -batch is rejected if anything is Wrong in a^iy- of the^ , 
.input cards. Batches, are identi-fied^ to the system by a batch- 
•numbex and a b^tch date. " *^ .ft* 

^ t 'Batched data ent6rihg the system through the use of * \ 
QB06 is^l-aced in" one of twa-fu.liss. If the batch 'is, for invoices - 
to be included in the accouivts payable subsystem for latei? pkyment, 
th.en such, data is pladed in vh'e Unpaid Invoice f iley frequently 
called just the Invoice file. <^11 other d^ta is placed in the ^ 
'Main Transaction file/ f recently called -just the Transaction. . \ 
file.' When; the invoice data eventually results in a payment to 
a^ Vendor^ such entries -are then placed in the Main Transaction 
"file. 'Thus, all*' data entering the system via QB06 -eventual ly^^ ^ 
ends up i.n the Main ^Transaction file. 

This Ur^paid* -Invoice file has mvrltiple header records , 
one for .each Ins-titute-Fund combination.^ As checks/warrants 

"are drawn against unique funds- defined in the header record,. 
contifois are 43tablished and maintained by institciti:on arid fund 

* to enable the preparation of" the of f s^t-to-cash enpry for that \ 
fund. . - \ . ^ , / , ' * 

/ A A geaeral-purppse transaction card format is used to 
entefc mbsjt jtransactions. into the system. This card contains ^up 
to five reference fields >to be used to. identify documents re- 
lated to the transactions. Some of, the. information ' carried is 
order number, vandor number, payment references, job ^number, and 
budget ad juStment^- references. The^ card mAy also contain A full 
/alphabetic transaction description. "Acti6n\ codes represent 
•variations of handling conditions for transactions. Vej^^or, > 

order, and account code numbers 'are edited via accessing "the ^ 
, disi^ files involved to ensure that such codes actually exist. 

. . All entries which reflect changes to the ledger balance o 

field of the Accaunt Master record must, be /self-l?alancing. That 
is, there must be in total a debit amount exactly ''equal to the > 
total credit ;;amount reflected in the ^atch. 'Similarly, all budget 
adjustments rfiust be self-balancing, with* the additional require- 
ment that each separately numbered budget adjustment must zero - 
balance within Jblie -group of adjustments bearing jbhe -^same budget 
adjustment reference number.* 
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-Quantities in this, system, aire^" not c?)ntroll*a, eithe*" 
to sero or to a prede^tern]ihbd,cDntr6i tbtal. ' ThAis the entry o'f 
quantities into the sy»toin need,; not-^. matched with a control, 
'tota-l. In ,fa<3,t, -quantity cards may be intermixed^Vith any batch' 
whose data tp^ go into'" the Main tonsaptioh . Mle for inclusion 
in a- Ledger Balahce. Batches .of working^-budgj^t adjustments, or 
ofi>encumbrances,. may not have' . 'quantities i'naluded; nor may batches 
or ;rnvoice cards., . ' ' ■ ' , • , . , 

Editing pe'rformed by 'QB06 is -primarily one of thes^ • 
types : --^coiitrdl to a t.otaii, verifiring that-ASN.'s and vendor > 
numbersjare -ex^istina codes, in the Account Master and. Vendor 
file.s/and verifying^ that the character 'tyfje of ' data in* input 
cards lagi^s with the format required.. ..Becau^ the ASN's in a- 
batch \are valid 'iind .exist in- the A^ccoynt JMas'ter file is' no' 
assurahce that- the -correct ASN's are,* i© f^ct, included in the 
input. cards. In addition, nc edit 'is performed to assure that, 
a particula£ batch of -selrf --bilancing input truly balances within 
each In^titufefe-Hund^'dombin^i^lo.n included in tiie batch. " 

QB06 is performed -at iw'o different points in the normal 
operating 'cycle. Weekly, .it is ut-ili'zed to post invoices to the' 
Unpaid Invoice file; -and once each month it is utilized to post 
all other- transactions to the Transact idh file. : ■ 



(k) 



Write First. Audi t\ Payment Register (QB14)' 
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. , « - • 

. . Following *the completion of the mbs't recent preparation 
of checks or warrants; and prior to the cutoff for the next such 
run, a number of batcheiS "of invoiices will have been placed into" 
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the Unoaid invoice file through the^use of "the QBOff program. In . 
Sa:t ???e. Se first re'cor^ acts as'an JJ. fii^^^lJ^^^.^^"- ' 

Sining the. jb9tal of ihVoice transactions within the file at ,. . 

any one time . ' ' . . ■ \ ^'i 

. The 'f iXst^tep neejiedVto produce a paymervt la f unpaid 
invoices is to runlQBl4 to ;produce an audit payment register. > 
aS aidit.'pLmen< regis.ter 'is identical with affinal payment • 
r^gi^te-B^iept for%wo items, ^oth involving the paymep^ . 
erice. Since the payment^ reference is not add^d to the reQprci 
until 'laie actual checlc/warraht has befen prepared^ the audit 
SSyienr^egister, wiil not contain'the' payment .reference . Instead, 
SaSedJn th^' field where the payment reference woul^^ 
appear/ a' relative record number shows where xn t j "npaid In^^^^ 
file the individual record. Being listed is contairJed. This record 
niSer^^wiH be^used later tp effect any .necessary, ^rrect^ions ,to 
the file prior tp writing the- checks/warjrants. \ , 

■ The purpose of the audit payment xegisterjis to •communi- 
cate, to .the'^ac^oS^s payable clerical personnel the/ exa^ 
of th«- payment about '-tb be made. This allows .^^em to verify |h.at 
the data to be' used is" in fact correct.- An example of the type 
^ erlor which might be caught at this time would.:be an \ncorrect 
Send" dumber. Frequently the vendor -to^^^^o- the priginal^pur- 
chas? oraer was sent i§ not the vendor. who eventually supplies 
thS'i ems ordered, and from whom' the invoice is received. If 
S^L viriance is not caught in time %o enter -the correqted vendor 
S^ef on ?he invoice, and thus override the vendor reference 
•chained in 'the original order,, then the vendor n^^e and address 
shown on'the. rough payment register will be in errpr, 

•'The Unpaid Invoice Transaction .and Vendor files are 
input to the program- that prin'ts the register, detailing alV 
oShtS S be made, or^ payments already made to, a g^^r^n vendor. 
ThHegister is in warrSnt/check number sequence, which la^ the 
sa^ al Kndor sequence. Within each fund for a given run. Since 
ve^o? nSe?s are alphabetically sequenced , , tlje >regjster is 
effectively- printed in alphabetic order by vendor wa thin fund. ^ 
Vendor naiSs"^^^^ addresses dre J.ncluded. -Th^ "^''^ 
contains the sime -data used to write wa r rants /checks , but m 
"format more suitable to the auditor's needs. 

Data from- the UnpaVd Invoice Transaction .filj is sorted 
into vendor number sequence before the Register is written,, with 
o?der nSexs sorted within v4ndor number . ' Adjustments- and dis- 
counts remain associated with rele'vant invoices. • 
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Thfe payment register is run three tinfes.^ It. is fun 
first as^ an audit run.^ and provided to the accounts ^payable / 
cl,erks of the institution for a check to ensure that the pay- 
ment about to be made is cforrect. ""^^ ' ^ - - , 



^■ollowipg x.eview of the payment register audit hnn, 
corrections may be indicated* This program will thefr accept , 
changes to be made 4:o -the * Unpaid Inyoice^^f ile^ and ^ n^w audit 
run may be produced to ensure that the file is jiow correct ^ntf " 
ready, to be used to produce the actual "checks • In the Update- 
mode, -this program permits any data .to be^.dhanged 'or deleted «^ 
in ./any field of a record, or permits, the entire record to be ! 
.deleted.. / New records cannot be added to the file a€ this /• ^ 
point, however', since there are nd blank redord po^itio/is in' 
the file .to make such etn insertion. - • . * 



Following completioTi . of prep^iiring the. cljecks , . a new . 
payment<;regi9ter final run --must "^be madfe be*Trptained for record 
purposes,. This is ne^^sssary, since the initial audit run will f 
not have contained a paymencS ref^rdhce to the check" number Tassignfed 
dur,\ng'"the running cl: the check produc^tion pro'grani. The check ^ 
number \is included' in the final run. ' - ^ ' • - . 



- _U) Write Ci 
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a " Once all corrections- to the Unpaid Invoice file have 

been made/ the -actual check may be.. prepared. It is assumed that 
preprinted checks haye been /prepared on continuous forms suitable 
for use on. the lin& ^i^inter .'of the computer system. 

. ' Checks are printed after the aud:it run register has been 

accepted". The ;^ript format fn'this C.OBOL source prpgraiff may be 
^ ■ modif ied\ so that the user will in many'-cases be able tc continue, 
to" use- his familiar check form, if^some mechanized" procedure has 
befen 'in use .previously'. Tfie form's design includes a voupher re- 
Mttance st4'tpment stub, attached to the tiop of the remittance 
P . ' form, detailing. invoices being paid; ; . 

' • ' ' is^anticipated that the check forms used may be either 

' ' pre-hujnberfed, by the' printer or allowed to be numbered by the com- 
-puter as they axe printed. In either event, it is necessary for 
the. .operator to- indicate the first 'number to be assigned at the 
_ start. of the- run. 

. * '* "'\ A maximum of 33 invoice lines can be printed on the 
remittance advice. If more lines are required, the firs^ check, 
is Voided so that listing continues on the second statement, and 
' , the second check- is utilized for l>oth statements. 

* ^ * 

No (Jirect check reconciliation functions are supported^ 
by EPIC: Budget/Finance. A method is needed to assis-t those insti- 
' 'ti^ibns which are required to provide reconciliation of checks / 
dr^h on a banTc, or'who have an arrangement with such bank to 
- provide notification of all checks dr^a,wn in a machine readable 
form. For^^'tJhis' reason,, the program ^provides for the punching ..of 
a r6conciliatio*n card for .each check "drawn. 

* • 

* As 'indicated above," a final payment register (QB14) will 

.be run subsequent to completion of -this program. 
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(m) Liquidate Encumbrances (QB09^ 
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f^n^r. J^^J^^ necessary to liquidate encumbrances cesultinq 
. from outstanding orders. This is done at the'concluJibh S L^h 
Ser?or'Sif;.'^"' not later than the end of tSe a^cSuSting SSod 
used for {feriodic reporting of the status of the account.? • S^ft 
IS accomplished by applying payments against Spen Srd^r fUe " 

entries. Payments may be those made via the Accounts PavSlf 
Subsystem, where. the computer is used to write the checks ?hev 
a^thil^tiL!^'"^'"'^ "^^"-"^^^^ reflecte'd in^rS; systL 

Invoice file^''%^o this prbgram comes primarily from the Unpaid 
invoice file. The file's contents at this time reflect Davmen+-<? 
Thf H l?^?^'^ yet included iry the'.Main Transaction file! "^Also 
the data has not yet been uJed to liquidate, open order^. Once 
th^ Onpaid invoice file has/ in laetr been-bsed'to make pk'ymen^s 
po further invoices may be /added to it. It may be used onlv t^ 
• liquidate encumbrances witj^^ QB09. ^ 
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Following the above step, the file will not be voxd 
of entries. It may again be used to add new invoices fpr pay- 
ment. Since the Unpaid Invoice file may be used to hold the 
contents of only one payment period, and payments are normally 
made at, least weekly > the user may desire to establish multiple 
Unpaid Invoice files. He would use one file per Pay"»f nt^during 
the accounting period and then, running each file against 0809 
at the end of the period, reinitialize" it for application during 
the following accounting period. - ' 

. A s-econdary input to this program comes from manually 
drawn'-checks'. When the Accounts Payable Subsystem of this pro^ 
.gram product Is in general use, such manually drawn checks usually 
' teflect- situations where the remittance must be made on an emer- ■ 
qency or immediate basis. This occurs when there is no time for 
the u^ual post processing following receipt of an invoice. 

Since use of 'the accounts payable subsystem is optional 
oh th'e part of the user, all remittances may be manually drawn, 
on the other hand, they may be produced by the user's- own accounts 
paY2ibl^ programs and entered into the system as if they were 
manually created. 

~ A third input to' this program is completion cards re- 

_flectinq orders that are either complete or cancelled, or for ^ 

which no further payments are anticipated. Completion car dg^ . 
are normally input via the QEOS program, which update s^-the Open 
S^der file. They are also permitted iru-the-QBO 9 .-program, however, 
as a convenience. A completion .Gard-always finishes the entire • 
order, includinr^ll- account breakdowns of the order. 

During processing of this program, all manually drawn 
warrant or check entries, plus all paid invoices, are adcied to 
the Main Transaction file, for subsequent processing jgainst the 
Account Master file. .The account serial number, and the vendor 
nuiijber references in manually drawn warrant/check entries, are 
' vSlatefagainst the Account Master and the Vendor files prior 
to acceptance. This is done to ensure that all entries in the 
'Main TransactioA file have been prevalidated prior to acceptance. 

Once the Main Transaction entries have been effected, 
all entries, which are not discounts or other deductions, PJ JJS 
\all completions, are used to update the OP^^ ^^f | Ji^^' ^he 
ttions, plus. all payments indicated as Pjy"^^"-^^^^, ^^^^^ ?L s^^se- 
order.rlre used to flag the order record as complete, for subse 
qSeS delation. Partill payments are added to the order record 
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amount-paid field; if such payment causes- the order to qo to- 
l^fn -J'^S overpaid, the order will be flagged as complete, 
even if the payment was indicated asr-a^ partial. / 

u^- u J^^ f^^ion code accompanying the payment transaction . 
established full or partial payment for each a'ccount breakdown- 
on an independent basis. 

^.-^ order may also be potentially considered for dele- 
tion If the arfjQunt paid towards the entire order, including all 
account breakdowns, is within a user-specified amount of the 
original order total. When 'an order is so recognized, • a comple- 
tion c^rd^i-s punched. by the program. . After such completion 
cards have Jeen clerically reviewed, those accepted for process- 
ing as complete are entered to cause such orders to be deleted • 
from the file. - A completion card >al ways completes- all account 
breakdowns, regardless of individual status. 

. ^ register is printed to show all of the encumbrance 
liquidation transactions. Exception messages highlight condi- 
tions deserving special attention.. For example, payments exceed 
xnq thp original order authorization are flagged. 

^ A series of six separate computer runs perform thp 

following functions: 

1. Payments af^e- applied to the open order from the 
unpaid invoice files and from payments made outside 
the vendor payment subsystem. ' ■ 

2. Completions are flagged in the Open Order file. 

3. 'Completion cards are punched for records that 
might be deleted. Such deletion is due to' the 
unpaid amount on the total order being below the 
user specified minimum. 

4. The files are reorganized, with the completed , 
or deleted records being physically removed. 

... ^ 

5. An ^encumbrance liquidation register i;5 printed, 

6. An open 9rder listing in vendor number sequence 
• is printed. . 
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(n) Update Payroll/Personnel File .(DUP030) 
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l!he COD payroll system *is an exception payroll that 
is, personne;! are paid a pre-established amount on a regular 
basis un'tess the system is told otherwrse. DUP030 provides • 
'for, the modif icatior\ of all fields in the pay,roll/persoilnel 
file 'through, the use of two documents: the Personnel Inforu\a7 
tion 'Record and Payroll Rate/Adjustments;, The former i? a 
turn-around document" which, is prepared initially by the computer 
from the payroll maste'r file (in DUP050) , retained in the 
business office files and is then marked manuaJLly for reentry 
whenever an employee's master file information needs tq be , 
changed. Only changed" information needs to be input, *The Pay- 
roll "Rate Adjustment permits adjiistment of the hours rfecords 
and is used for any special pay requirements. 

* ' DUP030 prepares the Payroll Update Edit List. 
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(o) Pafyroll Register (DUP050) ' 
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« ' . . program 'produces the payroll reaister Tt- i e 

run twice during- each payroll cycle: once to SI pa ^4 a tr^ll 
regxster aSd again after checks- have' been wri??ln Jo prepare " 
the final regis„ter with .actual -5:heck numbers.. During ?he * 
. se9ond running of DUP050, new Personnel Information Lc6?ds 
x^also are prepared for any new or changed personnerreco?ds! - 

i^) 'payroll Fiie Back-up (DUPQSO^ 



\ 
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. (q) Write Payroll Checks (DUP070) 
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DUP070 prepcires payroll che.cks from the data contained 
on the. payroll/personnel master file. At District 88, all employ 
ees arCi paid on the same semi-monthly cycle. 

\ ' ■ 

' (r) Prepare. List of Payroll Checks (DUP130) 
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. In DUPlsX a 'list of payroj.1 checks is prepared in fund 
and' location sequence for inclusion in" the Treasurer/ s monthly^ 
report to the. Board. ' \ ' , * 



Ms) Prepare Payroll Reports (DUPlOO and 120). 
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. -Two programs, DUPIO.O and DUP120, work together to 

nimfSS^ ""S^^ ^^ ^^^^ reports required of- the payroll system. 
DUPlOO extracts pertinent data from the payroll/personnel 
master file and summarizes it on a report writer file -DUP120 
then utilizes, the report writer file- to prepare the reports " 
shown on the previous page. 

(t) Prepare Payroll Accounting Distribution (QB070) ' 
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This, program was especially prepared by COD to inter- 
face the COD payroll with EPIC. It performs several functions: 

1. Basic payroll' costs are assigned ASN's for « 
proper accounting distribution. 

2. Each Board-supported benefit amount is distri- 
buted according ^to the rules of contract orga^za- 

. ^ tion in the .payroll system". This, is done by 

calculating each payroll cycle the percentage that 
each contract (or, in the case'of'th6 prime contract, 
each sub-classification) is to total gross pay. Then 
each benefit amount is distributed accordingly and 
assigned ASN's. The Board-shar'e amounts involved kre 

• » ^ 

. Board-share of insurance ^assigned to 
the^ prime contract only) . 

. PICA 

. I4M.R.F.. employer contribution 
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3. After each employee's 'pay^ and benefits. have 
been distributed, accounting ""transactions are 
sunimarized into payroll journal entries and 
reported. Cards containing these data are 
punched for re-entry into EPIC. 

(u) Adopt Official Budgets (QBll) . \ 
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Budget 




Adjustment 


Adjustments. 




Analysis 







The governing- board of Di'stript 88 will normally adopt 
the final official budget prior to or shortly after the start 
of the fiscal year. With a fiscal year starting on July 1, the 
official annual budget is. usually adopted^prior to the end of 
August. ^During the course of the fiscal year, however, many 
changes to the working budget will .hececsarily be made. 

Most changes will be within the categories by which the 
governing board approves a, budget, for example, within a major 
accounting classification of -the state adopted codes. From time 
to time, however., changes are necessary which cross such ma^or 
categqries. Such changes* thus develop differences between the 
officially adopted budget and .the working, 'budget, within pate.- 
gories by which the" original ''budget was^ adopted^ 

At a cutoff time 'determined by the- administration, the 
""QBll program can prepare official budget adjustment cards, re- 
. fleeting all "differences between the working budget and the . 
currently approved adjusted budget.- Such adjustment cards will 
be sufficiently detailed to adjust the budgets at the very lowest 
v. ' . . 
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levels for which differences are .observed. '^The deck of, cards 
thus*' produced will therefore permit the official adjusted 
budget to reflect budgets at all leveJs, rather than only at 
the high-level categories with which the governing board operates • 

Once the official budget adjustment action of the 
governing board is taken ^ the actual changes, may t^e reflected. 
The card deck previously .prepared by QBll in. the analyse mode . 
must have Been changed first. When QBll is used in an adjust- 
ment ^mode^ only one of the three budget fields the officially • 
adjusted budget. field — will be changed* The original adopted 
budget field is never^ changed once the budget is initiallv 
approved* The working budget field already reflects the bhanges 
made iH anticipation rff official action; Thus, only the adjust- 
ed budget field, need now be modified ^ , ' 

(v) Edit Transaction (QB06) . ^ ^ ' * . 

/ * * 

• ' . i Following QB11> the Creato Transaction program is run 
a. second time* This run edits the -^ilbwing transactions and 
records them on the transaction file for stibsequeiit processing 
against the account master file: . • ^ . f ^ 



Paid invoices 
Liquidated encumbrances 



from QB09 



Journal entries 
Cash receipts 
investments 
IPayxoll ehcumbrances 
,P >^ Non-dpllar quantities'- 

(w) Update Account Master File - 1 (QBIO) ' 



Controls 
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File 
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Transaction 
Agister 
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The Main Transaction file is used to update the Accduhl: 
Master file. The program rea^is account master- records which' have 
transactions; against them. Tlje program also reflficts balances \ 
as "Of the list transactions updating and' prints a line, for eack. 
master record, showing this old. status. The program then priritsVs^ 
a.*- line for each Transaction fi-le record that a*ffects the maste^ 
record. These records are transactions involving current year 
working budget, current year ledgerAbalances , encumbrances, "and 
quantities-/ Finally, the updated xraster record is printed, 
showing the revised status. , At the end, the updated record is 
.written bacTc to disk. 

The fir^st processing- of the transaction register run, 
using QBIO, is related to the Open Order file. With this file, 
it generates encumbrances, for each order account breakdown which 
is still outstanding.. These encumbrances are added to the Main 

-Transaction file, and effectively reencumber from the start all 
open orders 'as^ of the time of the run. The carry-f oxward balance 
of encumbrances in the account master recQrds is therefore zeroed 
as each record 'is- read. All outstanding encumbrances^ are added 

* back as. a part of the update. 

• " * By the use of the above method, considerable simplifica- 
tion is achieved in that liquidations and completions of orders 
need be reflected only in the Open Order file, and not in the 
« encumbrance field of the account master records-. In addition, 
those reviewing the transaction registers are ass^isted in that 
allj eptries in the encumbrance field are fully detailed as trans-- 
actions*^ This eliminates the necessity of using prior run output 
to understand what is included in the encumbrance balances. 

The abova steps are performed just the first time in a 
given processing period. This is because "add-on" tr3nsaction 
registers may follow the initial run. These additional registers 
ctre .normally used for applying transactions from percentage dis- 
tributions and/or automatic budget adjustments.- They .follow the 
initial run and do not affefct the validity of outstanding encum- 
brances as 'obtained f rom .;jbhe Open Order file. 

* • The updating^ program may be run as often ^s transaction 
voiumesi would require r- monthly in District 88. More frequent 
runs would produce an' excessively large number of transaction 
register reports to be -examined, in the event a particular adcount 

had to" be audited. , 

. . . ' , - - . ^ 

. ■ ■ • . - . ' 
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^ The updating program Is the last to be used before 
producing the final status reports. In a normal processing 
period, it may be required to produce an initial transaction 
register r including most of the transactions of the periled • 
This would-be followed by up to., two special ' transaction regis- # 
ters ihcorpbrating automatip budget ad justmeyits. For example, 
a ••triggered'* basis automatic, budget adjustirt^nt rui> would be 
nvade to produce budget adjustment transactidhs to supply budget' 
tp overdrawn "cfovered** accounts. These transactions must *be 
* iiicorporated in a transaction register run ^ptrior^to using the 
same program in a "requested'; basis. This 'is done so that 
covered accounts on a requested basis, which are themselves 
••host" accounts on a triggered .basis, may have been first up- 
dated to withdraw budget 'for^'cbvered accounts supplied by such 
hosts. A fin^l transaction- register must be run^ ftftex this 
last prbcegsin'g, to complete the inclusion of all ti^aAsactions 
into the Account Master file records. This is done prior to 
producing the normal reports showing the status of the. records 
at the conclusion^ of the processing period. 

(x) Automatic Budget Adjustments (QB12) ^ 



Controls 



Main 
[Transaction! 
File 



Account 
Master 
File 




Dictionary 
File 
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AUto. Budget 
/ Adjustment 
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^ ' The budget adjustments program reads the Account Mastet 

disk file, looking for these account situatlqns; • . " 

a. Overdrawn avail€ible balances 

b. Presence of authorization to adjust such 



budgets automatically 



' ^ * c. Authorization is ^keyed ;as either a "triggered'* 
or a ••requested'* basis,' and the indicated 
\ basis agrees with the mode in which the program 

is currently being run, • 

Automatic budget adjustments are normally run twice ^ in 
order to effect two hierarchies of adjustments • The. first run is 
the •'triggered* run designed to be made each processing period. 
Covered accounts are thole which havfe had a host account Identi- 
fied, from which budget is; to be obtained in the eVent that the 
available balance is in an overdrawn condition. Adjustments - 
for such accounts are ••triggered'* by reason of -the overdraft, 
and are to be effected each processing period. * 

The second, level of hierarchy is ^requ^sted?" in tha^ 
the run to produce this level of adjustment 'may not be^ ma^e-e^ph 
^processing period but only on request. Of course,, nothing pre* 
vents the running of both levels of hierarchy > each prpcessing'o. 
period, nor does anything , require the running gf -triggered . 
ad jUs.tments . ^ T^iese names *are intended to express Jbfie hierarchy - 
of ,processing\only?. they .do not refle*ct\.a^' mandatory status jT 

When a host account on .trijggered" basis becomes ex-- 
hausted or is ^overdrawn.; it may be at leas t/'*brou^>t .back to;a 
zero available balance status by the .operatioi^ of the requested 
basis automatifc budget adjustjnent." This is -^one ^ establishing f 
the lower 'leyel ho^t accounts as coyered ""accpuiits to, a higher ^ v 
level, host account adequately budge tecl tp cover oyerdraft^ »of 
lower level i^osts* . - . ' " • ' J *• "1 ' *V " " / 
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(y) Detailed History Report (QB37) 



r-^ntrols 



Account 
Master 

^ File: 



Drctionary/ 
* File ^ 




, T ^Periodically it' may be desirable to print the Prior 
Month^|s Histqry report >. to record tfie content of historical data 
in the -Account Master .^ile as of such time. At a -minimum, this 
rej>ort should be run 'just prior to running the Year- to- Year 
Trans i tioa pr.6gfeim, 'QBig'-o - " » " „" 

/ ; (z)^ Write current, year Budget Reports (QB16) 



Controls 
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■ / 



budget 
Report 
(Special) 
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* File ' 
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The Budget report shows the current year status of each 
account at* the end of an' ^^^cc6untirig perigd. • All three budgets 
briginal^r adjusted^ and working, — are presented. Ledger balance^ 
ehcuipbrance/ and availably balance b^a^sed on- the^working b.udget 
are also presented. The full account dei^cription is printed^ 
^gethaf with the full account nujmber and ASN for each account. 
In addition/ s\iininary totals for each level are; furtliir identified 
with the description appropriate for that level. 

This report may be produced in any of six sequences.^ 
-In the standard sequence-/ the full account code is sorted, in 
leftr-tci-rigfit sequence ^ with the leyels ^^r ranged in numeric 
ascending driver. Up to> fi^e special se^guences may be usvid to 
prepare the Report ^ all ,o^ which must have been definec v^nen 
establishing^ tfte head"^ records 'for thd Account Master file. 
'These special sequencef'-are^ obtained by* arranging the levels in 
an ^order^ other than ascer|aing seqjiiehce by level numbfer . 

in any of th(^ srx • sequences , a summary report may be - 
'producld^ /With any ddgrefe of suimharxzation down to only the over- 
'al^l total. Sximmary rapoMs are^ specified ^by a 'control card which 
contains the n^iiimbeir of levels to be included in .th6^ report. Even . 
if the account code s;triiBtur^ provides for 12' levels , for example^ 
specificatioriiofc' a le^el-S plus^ higher levels summary report will, 
^produce on-i^' the totals' asspciated with' levels 5^ A, 2, 2, 1, and. 
the overall 0 I'eveK An. additional feature was added by cOD 
whlch^ in'effect/ tfuncatdd the higher "levels ^of /summary as well. 
Thiisf usijiig both features, a report might be produced which pro- ^ 
'dubed suimnaries at/le^^fels 3i 4, and- 5 only. ; . 

. ^ ' The budge^ report contains : " - 

; Original budget / ' . 

Adjusted budget approved to date * 

^ . Current .working budget. ^ | 

Ledger^alance year to date 

. Outstanding encumbrances^ 

. Available balance (based on working budget) 

A summary printing option » card , may be included with' any 
type of budget report run to selectively suppress lower level 
total printing. ' ^ " „ 
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(aa) Update Account Master File (QB03 and 03A) 

After QB16 and QB37 are run, any changes »tb the 
Account Master Pile for the upcoming month are entered • The 
sequence QB03,,,QB03a and tfie special AS?f look-up table are 
run to update and back-^up the Tile and provide the proper 
distrxbution entries for the* p^roll^, 

(ab) Mdnthrtp-Month Transition (QB17) 



\ 



^Controls 



Dictionary 
File. 



Account 
Master 
•File 




Actual & ^ 

Projected, 

Balances 



- At the conclusion of updating, all transactions for a 

given month, it is necessary to run QB17 to effect the month-to- 
•month transition., This run. would follow the completion of the 
accounting period that also is the comple'tion of Jthe month (since 
accounting period? may be on a basis more frequent than a month, 
'such as semi-monthly),, -The transition itself involves shifting ' 
. the monthly history totals over one field,, discarding the bldest 
'n^nth if all histd^ fields were previously present, and^" adding ' 
the newest month of history from the 'current mohth-to-date fieia " 
m the account master record. Prior to making this shift, how^ " 
ever, all 36 months of history, if present, will be used 'to 
project the current month-ending balance. Actually, any number 
of months , from l2 .to 36, may be used. ■ ' 
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Two typfes of projection are made by this program, the 
current-year ^ndifig bai-lance and the future-year balances, Pro- 
jejction of thV current-year ending balance involves both the 
tyrend and the seasonality factor obtained from the months of 
history iiata«. in ^the account master record. The program projects 
the number *of months remaining in the current year-to-date 
total to^ produce the projected current-year ending balance.. Thus 
as the mbntl^s .Of the ^ear progress, fewer and fewer projected 
months are computed, and the projected ending balance becomes " 
more and iinore dependent "upon the current year-to-date balance, 

/ 'At least i2 months of.'4iistory data must be present for 
this projection to occur,; since at least one seasonality cycle 
must exist to permit this factor to be computed. The accuracy 
ofr^this projectioh will ije^ improved when more than the mihimur 
•months of history are present, because a more representative 
seasonality .factor can be used together with a longer trend* line,, 

yFpllowdrig computation of future projections, a variation 
of the' bxidgeu report is prc^duced to show basic ^budget report in- 
formation,, plus:. . * , 

, Second-year-bef ore-last ending .balance 

, ^ , Year-before-last balance 

Last-|^'ear balance ' , 

, Projected ending balance, this year 

^ ^ Next yearns budget as developed to this point 

^ Projected ending balances, ne:xt three years 
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(ac) Year End Prgcessing (QB19) 



Controls 



Dictionary/ 
F;ile' I 



/ Account 
Master 
File 



1 




^QB19 is desi'gned primarily for the year-to-year transi- 
tion of accounts across fiscal years. It also serves one additional 
and very important function, however, and that is the taking of ? a 
trial balance of the Account Master file. . \ 

" * . ^ / 

This run is not used for this purpose during monthly ' 
processing at District 88. ^ I 

V 

^Following completion of all status reports at the en^ 
of the final month in the fiscal year, the year-to-year functi^ons 
of QB19 must be performed. The' program, must close out the old^ 
year expenditure and* revenue accounts, shift the yearly history 
figures, over to include the latest year, and convert to the next 
yearns codes in the new current-ye'ar fields. The latter operation 
also* incl-udes the allocation of history data on a percentage basis 
among surviving accounts when con\;^ersion may hot be made on a? 
one-for-one basis. ' \ 

•The first operation necessary is the taking of a tibial 
balance. Unless a trial balance can, be successfully produced 
without error^v^no further functions of* QB19 can be obtained..' 
Once a successful trial balance is complete, then the program^ 
if instructed through the use of a control card, will proceecl 
to completion. The functions of this progrcim are as follows: 
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1. All expenditure and revenue accounts are 
zeroed so that the new year data can be placed 
there once the new year is started. 

2. The tot.al expenditures of the old year dre 
^posted to an offset account established for this 
purpose in the Fund* Balance accounts. 

3., The total revenue^s of the old year are posted 
to an offset account established for this purpose 
in the Fund Balance accounts; If desired, this 
may" be the same account used for expenditures, 
in which case the resulting net figure will reflect 
the ."profit and loss." of operations during the 
year just ending. By this means, the fund balance" 
of the institution/ (net worth) is .adjusted to 
reflect the change in valuation resulting from 
operations of the year 'just ending. 

< 

4. Each .of the three- history year totals ig, 
"shifted left" one" year. 3;f all three years^ 
were present, the' oldest year is shifted off . 
the end, resulting in delation, of this data 
' from the file. The yaar-to-date total of the 
year just ending is placed in the first history 
year position. ^ - * 

» ' * . ^ 

. 5. The three budget, fields for the year ius;t 
ending are zeroed out. Thus the developed- 
budget becomes the initial value placed in the 
» original, adjusted, and working 'budgets for the* 
new year. " * 

* 6. The next year ^percentage ^distribution is 
^ * performed. This function is not used by 
* District 88. . 

- Following' the opening of the new year's books after 
completion of the Year-to-year Transition pre ?ram operations, 
the firstc^entries of the new year will frequently be the re- 
versal of all accruals. This is done so that any differences 
between the amounts actually accrued, versus the amounts of^ 
the actual entries as they ocqur in the new year, will be 
charged to the new year directly. Alternately, accounting 
procedures may -require that the payment of accrued items in 
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the payables, or the crediting of accrued items in the receivables 
be charged or cr^edited direct to such accrual acc.ounts. The 
-differences between the accruals and ^actual amounts remain in the 
accrual accounts, or eventually are used to directly adjust the 
fund balance. 

A number of other functions are accomplished during 
•the conversion of the .new year's plan to current year status. 
These include the zeroing out of the outstanding encumbrance 
fields, the projected year-end budget, and quantities accumu- 
lated for the prior year. The latter is done to initialize 
this- field for use during the next year. The fiscal year-month 
is reinitialized to 01. ^ 

Historical data is updated at this^tim^. The normal 
month-to-month transition operation of moving the current, month- 
to-date ledger. ±>alance to thd first prior month of history data 
is accomplished. All prior months* are shifted ...over , or aged, 
one month., The current year-to-date balance, representing the 
year-end total of ledger balance, is used to replace the prior 
year total. Those prior year totals are shifted over one field 
to reflect the aging of -^zhe his^tory fields by one year. 

The third and last major function performed by this 
program is the prorating of history data among .new-year accounts. 
This is , done when a straight one-for-one transition from the old 
year's accounts to the new year status cannot occur, e'.g.,^when 
there are multiple new-year accounts replacing a single. old-year 
account. Two- new-year accounts must replace the single old-year 
account if, for instance, a single old account called "books" 
were to be broken down into "textbooks" and "library books". 
Since the history data was accumulated for the "books" account' 
only, it is necessary to prorate the history data .betwejsn the 
tW^ new year accounts. This is necessary if the history data is 
not to be lost,* or incorrectly applied to one. of the two replace- 
ment accounts. 

At the time- that the decision is made to cause one or 
more old-year accounts to be replaced by a differing' number of 
new-year accounts, then a "next year" • percent disJ:ribution group 
must be established. - . ' 

While th{2 steps performed by the Year-to-Year Transition 
program may , appear to be. complex, the operation af this program is 
automatic after a successful trial balance.. Since. major changes 
to the 'Account Master file are made by this program, however, maxi- 
mpm protection against acci^dental destruction of the file through 
processing 'inte'rrup'tioij should be taken. The original file should 
be .copied if it ts necessary to restart the program after partial 
fi,le processing.^. 
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Exhibit' yil-A 



GLOSSARY OF TERMS. 



1. ACCOUNT BREAKDOWl NUKiBER 

A two-digit number is appended to an order reference ntunber 
to distinguish each unique account to which any portipn of the 
order is coded. 

2. ACCOUNT CODE LEVELS (Account Segment Code) 

Twelve levels are found within the account code structure • 
Each level contains account segment codes of from 1 to 4 digi'ts^ 
if in use. Each segment represents, any accounting control 
category' the^ user desires. For example, level 1 may represent 
the maj'or or highest level control, and level 12 the^lowest. 

3. ACTION CODES 

* » _ « 

A 1-letter code found in column .3 of all, punched cards 
instructs^ia given program how to handle the data in ,the card. 
For example,* "C" means the data belongs to the current year; 
"N" signifies next year's data. 

4. ALPHABETIC DESCRIPTIONS 

; Used in Account Master records. The user may cause a "diet- . 
ionary file" of alph'abetic descriptions to be created on magnetic 
disk by mean^ of a ^keypunched dictionary card deck and the 
Dictionary Create program. Every subsequent program that utilizes 
alphajDetic descriptions on program-printed output reports dr)aws 
upon the Dictionary file. The latter file contains a separate 
, description for each account code number used within each segment. 
/ Descriptions are entered into the system only one time — barring 
corrections. Thereafter, the computer pieces together descriptions 
for individual . numeric account codes 'at diverse levels,' and 
causes a complete description matching all levels of the numeric 
code to prints ^ 

5. BATCJI NUMBER 

A control niunber is assigned to a "batch" of source documents 
converted to punched card input. Batch size is determined purely 
by convenience in handling or processing data. The system is 
essentially a batch processing system, which is to say that* 
transactions are handled in groups, not singly. Printed reports 
usually contain batch totals for proofing purposes. 
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6 . MISCELLANEOUS RSFERENCE . . " ! 

A flexibly assigned reference* field in' the transaction card 
can be used for reference characters of any nature — job 
nymberv item number^ etc. — up to seven characters in length. 

7. ORDER NUMBER- ' . ^ 

Control or'referehce fields in a transaction card, for 
repr^esenting orders. Specifically, it is of the same length 
and general composition as. the miscellaneous reference field. 

8. ORDER SPREAD ' • , ^ ' 

Name of a punched card; the term is also descriptive of 
the capability of spreading one order over multiple related 
account code ,niimbers. . ' . 

9. ACCOUNT ID SERIAL NUMBER (ASN) 

Short-cut account code assigned by the user as convenient 
cross-reference number to full-length accoxiht code. The' 
computer optionally prints out- a cross*reference book for dis- 
tribution within the organization. Most card fqrmats and programs 
will accept and interpret the short-cut code, also called the 
account I.D. serial number. 



218 



/ 

District 88 
Accounting System 



Exliibit Vll - B 
, (Page 1 of. 11) 



File Initializaitibn 



/ Cash ^ 
Control 

Pa 




.I^ss: 

ti on Data 
/Account 



M.F. 

Parameters 



Account 
Description 





QBOl 



File Initiali- 
zation and 
Header Record:; 
Creation 



QB02 • 

Dictionary 
, Maintenance 




vPilex 
OpSnO) 




Pile 



e « 



Accour\t A 
Segment Codfe 
Descri'ptionj; 



Diction*- B 
ary Code 
Book 



/T5ew 5 
Acct. ^Classt 
if ications 




QB03 
Account 
Master File 
Maintenance 



Edit 

Listing ^ 



219 ^^7^ 
i 



District .88 
Accounting System' 



Exhibit VII - B 
(Page 2 of - H) \ 



File InitialfCi^ation (con'dQ 



AMF 

"^jTBcfal* 
A^iJ^Tajjlte 




ijtutoma^ic 5 
^udget Ad jus 
meht Data 



udget 10 
Data 




Create 
^Special- ASN 
Table for 



Payrcll 



QB20 
Print 
Account ^ 
Code Book 




QB04 
Initialize 
Budget 
Groupirigs 



QBll J? 

Initialize 
Budgets 



AccoCint 
Cpde . 
Book 



Edit List 



Budget 

Adj. Accouhn 
"^^^ Group Repori: 



Edit List 



Budgets 



220 



District 88 
Accounting System 



Exhibit vm - » 
(Page 3 11) 



Weekly Processing. 



Vendor ^ 8 
Nam^ and 
Address 




t 


1 




/ 




9 


11 






1 


Orders 













QB05 




Vendor 




File 


Maintenance 






. QB08 




Create Open 


Order ^'ile. 



Qsgfe 

.Creat,e 
. Unpaid 
Invoice File 




Edit G 
' Li at 



Out- H 
standing 
Orders 



10 

Invoices 



Batch I 
Transaction 
Listing 



erJc 



221 . 



District 88 

Accounting System 



Exhibit Vil - 
(Page 4 of 11^) 



1 ; Weekly Processing (con'd.) 

I Invoice I 
jjCorrection^_ 





V 




Pupil 




QB14 
Prepare Draft 
Payment 
Register 



QB15 

Prepare 
Checks 



QB14 



Write Final 
Payment 
Register 



1 



iPayment 

ListKOf a 
InpaitLJjU^i 



Pay 



Draft , J 
Payment . 
Register 



Remittance 
Advice 



'Reconcil- 
iation 
' Cards 



Final M 
Payment 
Register 




QB09 




Liquidate 
Encumbrances 











10 



Direct * 
Payments 



Out- Q 

standing 
Order^s - 



Liquid- P^ 

ated 
Encumbrances 



222 



District 88 
Accounting System 



Exhibit VII - B 
(Page 5 of 11) 



Weekly Processinq(con*d> ) 



Reconcii- 
iation 
Cards 



Write 
Treasurer' 
Report- 



4 



N 



^Treasurer': 
Report 



Semi-Moathly Processing 



] Personnel 12 
information 



Payroll 
J^ate 
\djustments 




DUP030 



• Update 
PaV,?oll/Pers. 

File 




DUP050 , . • 
Prepare Trial 
Payroll 
Register 



Payroll AA 
Update 
Edit 
. List 



Trial ' AB| 
^ Payroll 
* Register 
i 



223 



District 88 
Accounting System ^ 



Exhibit Vir • B 
(Page 6 'of'ia) 



Semi-Monthly Processing (con'd>) 






DUP080 



Back-up 
Payroll 

Pile., 




DUPi07 O 

. t . ^ \. 
Prepdre 
. ChecJcs 







DUP050 




Prepare , , 
Final 
Register 


• > 


' "n 


Dupia'o • 




Prejiare . . - 
I'ist' of ^ • 
• .Checks, •.• ., 




Payfoll 
» Checks- 




AB 



d 



Fi';ia;l . 

Payrbll RegjiJ 



1^ H^asJ 

Personnel * 
Information 
lecor 



I 
I 
\ 
I 
\ 
• I 
i 
\ 
I 

" I 
1 
J 



List - AC 
f -Pay^-oil . 
Ch^e^ks 

1 '"" 



. ERJC 



: 224 



'./ ' 



District 88 
Accounting. System 



Exhibit VII - B 
(Page 7 of 11) 



r 



♦ 

Serhi^Monthly' Processing (con'd) 



Payroll 




Report 





DUPlOO 
Extract 
Report 
^^ata 




DUP120 
^Prepare 
Reports 



^ear-To- AE 

Date 
Payroll 
Register 



I 



Deduction 
Register 



Annuity 
Register 



I.M.R.F. 

Report 



1 



Teacher ' s 
Pension 
Report 




Payroll 
\s!nJoo} 



QB076 



Prepare 
Payroll 
Accpunting 

>p-i cstribntion 




Payroll 
Journal 
Entries 



^0 



ERJC 



-225 



\ 



10 

Budget 
ftdiustments 




10 

Journal " ^ 
Entries, 



Cash 
Recb^ipts 



Ehcum- 
branoes 



13 

Jloi 



V 



IC 



Invest- 
ments 



1(^ 



Quantities 



Payroll 
Entries 



> District 88 
Accounting System 

Monthly t^rocesssLng 



Exhibit vri - % 
(Page 8 of 11) 



QBU - . ^ 
Biidget 
Adjustments 
(nptionfil }, 



3ud'gefe ' ' ' 
'A'djustinent 
Analysis 



QBO& t 
, 'Edit 
Trans - 
auctions 



Batch I 
Transaction 

Lasting 




226 



^34 



District 88 
Accounting System 



Exhibit VII - B 
(Page 9 of 11) 



Monthly Processing" (con'd.) 




Trans- 
action 




QBIO 
Update 

Account 

Ma^CSf File 



Trans- 
action 
Register 



QB12 

Make Auto- 
matic Budget 
Adjustments 




iRequested | 



Automatic 

Budget 
Adjustments 

Triggered 



QB16 

Write Current 
Year Budget 
Reports 



Summary 



Detail by 
Fund 



Current . X 
Yr. Budget 
Reports - 

Detailed b 

Locat 



227 ^^5, 



District 88 
Accounting' System 



Exhibit VII - B 
(Page 10 of, 11) 



Monthly Processing (con'd. ) 




ASlTToo]: 




QB37 



Write History 
Report 
(optional) . 




QBQ3 



Mai retain 
Account 

Master File 

./ - - 



QB03A 



Back-up 
Account 
Master 



Create Special 
ASN Look-up 
Table for 

Payrni 1 ' 



^Prior 
Month ' s 
Historv. 



Account' 
Changeis 



1 



List ofi 
Account! 
Master )File 
^ange 




ERIC 



228 



^36 



District 88 
Accounting System 



Exhibit VII - B 
(Page 11 of 11) 



Monthly Processing (con'dj ^ 




QB17 
Month-'to- 

Month 
Transition 



Report V 
of Actual 
& Projectec 
Balanc 



"^elec^ 

ted' 
Putch .y 
Date 



Annual Processing 




QB19 
Year-to-Year 
Transition 



I 



Trial 
Balance 



10 

Reversing . 
Entries ^ 








Prepare 




State 




Reports 





Purchases 
by Vfendor 

& Classifi- 
cation 



ERIC 



229 



237 



SAMfLLS OF .THE INPLtT DATA COLLe-CTICN FoWiS 



EXHIBIT VII C- 



i 

E 
I. 

o 



a 



o 
o 

o 

O 

C 

X 

I 



o 

5 i 
0 • 



2 
< 

O 



CO 

2: 



1 
I 
I 

n: 



I 



i 



.1 



CQ 

E 



CM 



0 

y 

4) 
i*» 

0 

< o 

u 

0) 

o 

O 

I 
I 

J) 

• MM 



I.- 

c - 

u 

S 



s -ii 

3.-1 



• i 



M« r 



8 -o 



1 * "£ 

•I -I"? 

2 jVS - 



t 



1 



i 



IS' 



0 



o 

U. 



ll! 

Til" 
IP 



1 I « 



z s 

o s 



o 
u 

D 

O 
k. 

<J 

k. 

CI 

O 

I 

I 



in 

a 



o • 

«f . ' • 



3 : 

2 J 

i i 
.J J 



i - 



^ I I 



C0 



230 



238 



er|c 



232 



EXHIBIT VII C-5 



in 

E 
o 



c 

o 

E 

(/> 

no 
< 

-o 

o 

S 

< 



2 

D 

o 

u 
u 
< 



> 
o 
u 



Z ' 



o 

u 

r 

u 
< 



I Mi 

'j 

8 01*3 



TTT 



^ ' 1 



1^ 



■ 1 :i 



44 



1 i 3 1 
il ' ' 



in 



~\ 1 



J 



•I -I 



i— i 



U 



rrtTTTTTT^ 
' ^ -i - j 1 U J 



1 1 



111 



1 1 



■i -1 



1:1 



-4 



7 J"' 



1 



.J 

i i 

1 



i 1 



3 ■: 



-+■ 



i i 1 

1 -* 



ill 



ii- 



1 1 : 



J 

J 

J 



- \ 



1 



-! -I 



r\ J J 1 



J 



n 



1 1 



1 1 



1 

1 i 



1 • 



^ •! 

I L 

TTT 
1 i 
\ \ 

1 i 



1 1 

I 



I - 



' .1 



i i 



1 1 
1 ' 



■i ■! 



1 "! 1 I 



] J 



1 i ■ 


_ 




t 

i 1 






^ tt ^ 

\ - - 

r 1 


1 : 

•t 



i i i 



4 4 



j ^ A i ' 



±_4_j_i„^— 1-4— f— 
1 1 j \ ' 



1 :\4 T J J J .' J J J J : - . .. J . - • J • 



:r _j -J J ~ 



ERIC 



233 



•.EXHIBIT VII C-8 





ERIC 



236 



o 



'2 
O 

at 
O 

■Urn 

z 



Z 
O 




I 

OK I 

I 
I 
t 



S I 



8 I 



So 



eg I 



« < 

3«« 



2 



1 



5= I 



1 I 
52 I 



i 1 



X >■ I 



3 

« w , 



u 
< 

5 

O 
u 



o 
o 



238 



5 
£.4. 



O > ^ 



W 



EXHIBIT ;VI1 C-^12 



ft. 

3 



ft. o * 

ftJd I 



U 



• 

u 








• 


i 


1 


J 




t 







-1 



|8 



3 L£ 



EXHIBIT Vll C-13 



CO 

2 ^ 

O 

P v> 
< K 



LU 



Q 



v> 
</> X CO 



UJ 

o 
o 
o 

K 
Z 

D 
O' 
o 

< (M 



O O CM 



> s 

< o 



c;EZ][ZDCZ:CZD[ZD[~]CZ] 



] C 



J c 



JX 



CZ] [Z]-0 [=□ [=□ □ □ □'m □ □ tZ] □ O [Z3 CZD 



DC 

< 

Q. 



Ui I 



D 

o 

< CO 



r 



> CC 

Ul <! CM 



ERIC 



' 239 



. THE 
FOLLOWING EXHIBITS 
. REPRESENT 
THE OUTPUTS FROM THE COMPUTERIZED 
'BUDGETARY ACCOUNTING AND PAYROLL SYS- 
TEMS." FOR EACH OUTPUT, THE FACING 
PAGE DESCRIBES THE PURPOSE', FREQUENCY, 
SEQUENCE AND DISTRIBUTION OF THE REPORT, 
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ACCOUNT DICTIONARY DESCRIPTION LIST 



PURPOSE: 



To facilitate maintenance of the 
account code. 



FREQUENCY : 



Whenever the dictionary is updated, 
Normally, quarterly.- 



SEQUENCE: 



Account segment number within level, 



DISTRIBUTION: ■ Accounting. 
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DICTIOi^'ARY CODE BOOK 



r~l"KPOSE: 



To facilitate maintenance of the* 
dictionary code files current 
year and next. 

Each account segment code within each 
level has an explanatory alphabetic 
description in the file. The Code Book 
is used for reference by personnel who 
handle Account Master file record 
information.. 



4'*REQUEHCY: 



After new dictionary file is created, or 
updated (optional) . 



DlSVRIBUTlOw: 



Level - account segment nurT±)er. 



Accounting. 



2S1 



242 



EXHIBIT VII D-B 





4> 
















* 




* 


o 




< 




a 






♦ 






























o 













u. 

• a 

^ z 

' lA Z> 
C 2 X 

- U > O 
X *- if 

C u. u. 

Z Oi < 

c • r 

J u c: 

— UJ U. X 

T a »- 

T '/» J y 



2 k- 

:d o 

U. ^ ll» 

0 a a 
Z n 
C Z - 

c si c »- 

Z — Oi 

O 3 >• or 

Z < 

01 J 
U. u- of < 

Z < C OL 

a c Q. — 

Z X c 
C Uj z — 

£ U. < Z 

C — - 
o 



r 
c 



o 

X ^ 

^ z> 

< u. 
u 

>• 

o 

z — 
— > 
^ — 

o *>> 



LU CO 

< to < 



LO UJ 
LU 

t u z 

) Z LU 

> <-a. 
. < uu 

r CD 

a 

O U. 
Z I 



4Jb < 



LU 

> 

LU 

a u, 
=> 
or z 

tJ LU 

X > 



J u. C C s*' 



Z ui 

U. L^ 

a u. 

a- C 



Mi lU 

0 o 
c o 

X cc 

z z 

HI ID 

a > to 

X 

ULT QL UJ 

U. » 

Of ^ to J 

LU LU Z LU <Z 

1 X «t I < o 
k- Of C 

c C ^ O Z J 



or Of 
• a z: 

(O O LU 

Z o 

— I 

I 

LU • >* • 

U. o *- O • 

^ Mi UJ Q 
to _| Ui 



z 

c 



c 
o, 
u 
o 
z 
I 

V UJ Z 

o < 

3 Of 
t LU • 

i>o > 

D O 

"ii 1/0 < 

oc z — 
o o > — 
3 u u Q 



o 

Ul 



a 



LU U 
U. LU 



u • 

UJ u 



I I I I t- 

•••• ««uo 
oooo — — a 

tt.* LU LU Ui O < C 

U> UJ Ul LU O Z 
• ••• O 

> >-> >o*-*-*-Ou.a^ 



U» (/) 

to »- 
to u; 
< %A 
to 

Z 

Ul O 

qf Ul 



O 

z a: 
O ec UJ UJ 
<t> 3 X X 



«l u o c z u u. 



Of> o» o o 
^ <7» a» o o 

O O O ^ r\i 

- o 



^co^oooooSo So oooocooooooo^^.oooobboooooooooooooooooo 



> ^ f 




2« 



Account code book 



'PURPOSE: To provide access to the complete description 

of each account code (ASN) / and to facilitate 
maintenance of the account master file. 

The Account Code Book may be printed in seven 
sequences; by Account Identification Serial 
Number, Standard Account Code, or up to five 
special account code sequences • The alphabetic 
and numeric descriptions are printed for each 
individual segment code within each level used 
by the institution. The Account Identification 
Serial Number (ASN) prints on the same line as 
the full numeric account code. Every record in 
.the Account Master file is listed. 



-FREQUENCY: 



After new account master file^is created or 
updated . (Optional ) 



SEQUENCES ; 



This report is produced in three sequences: 
Standard Sequence #1 and ASN. The last aASN) 
is regarded as the raost useful for guide 
reference and master file maintenance. 



DISTRIBUTION: 



Accounting 
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BUDGET RESERVE ACCOUNTS REPORT 



PURPOSE: 



To describe accounts which are "co-vered"' 
by Host accounts. 

The column called "Host". shows the ASN^s of 
^t^he budget re^serve accounts. from which' funds 
*are being transferred to the "coveredi' or 
receiving accounts. Covered account ASN's 
are spread across, the page. The list shows 
the input catd data used to establish auto- 
matic budget adjustment group controls t 



FREQUENCY: 



Whenever account groupings are created or 
charged . 



SEQUENCE: 



^ Host ASN 



DISTRIBUTION: 



Accounting 
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EXHIBIT VII D-D 
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CURRENT YEAR APPROPRIATION REGISTER * 



PURPOSE: 



To display the -status of the current year 
appropriation f ile. 

Used in the *ORIGINATE mode, the program 
Adjust Current Year Appropriatibns--causes the 
original adopted of ficial' budget to be* 
established in all thr^ee- budgetary fields • 
Thus, the same amount appears on the* sample 
report under alL budgetary ^columns* for a 
_,iven Master Account • 

The, *ANALY2,E mode of the program causes the 
differences between the present working budget 
and the adjusted budget to pijint, 'in the 
♦ADJUST mode, adjustments to jthe official 
budget are algebraically add^d to the Adjusted 
Budget column only. 



The original budget is the airiou 
at the beginning of the fiscajl 
figure remains unchanged • 'The 
shows the most recent approved 
The working budget show3 the ^ac 
budget amount which is not ^et 
approved. Change*! is the diff 
working and adjusted budgecs • 
are printed. 



nt budgeted 
year. This 
adjusted budget 
budget amount, 
tual targeted 
officially 
erence bet^J/een 
Final totals 



FREQUENCY: 
SEQUENCES: 



Whenever budgets are established or revised; 
As input from accounting. 



DISTRIBUTION : Accounting 
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EXHIBIT VII D-E 
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VENDOR LIST 



PURPOSE: 



To list vendor names and addresses retained' as 
' the vendor, file. Statistical data also may be 
shown (optionally) . • 

Three columns of vendor statistics are shown: 

" ORDR LAST DATE: Date of the last order 
to this vendor. 

NO. OF DRDS: Numb^r^ of orders placed 
wrth this vendor, year-to-date. , 

ORDERS YTD-: The total dollar amount 
ordered from this vendor, year-to-date. 

Totals are printed for these three columns at 
the end of each vendor letter group. The 
characters shown ^in the- right-hand .name and 
address position are optionally included to 
designate the "letter group" to which each 
vendor belongs. 

If "99" appears in the day positio;is of the date 
in the report heading, it signifies that no 
activity "has occurred since the Vendor file 
was created. 



FREQUENCY: 

SEQUENCE: 

DISTRIBUTION: 



Weekly, unless orders are run. 



Vendor number (roughly-: alphabetical) 

/ 

Business Office • 
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OUTSTANDING ORDER FILE Rrphpt 



.PURPOSE: . 



'^°^.^^t^^J°^ review additions made to the 
outstanding order file (new purchase orders) 
m the current period. 



FREQUENCY: 



Whenever orders are run - normally, weekly. 



SEQUENCE: 



Purchase order number. 



DISTRIBUTION : 



Business Office 
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OPEN ORDERS LISTING 



To enable both purchasing and accounting.* 
personnel to respond to inquiries concerning 
the status of open orders. 

The Open Order Listing/in order-number sequence 
is one of two versions of. the open order report 
and is produced by the program QB08 — Order' 
File Create: The seco'nd version is in vendor- 
numbered sequence and includes a' total of all 
the outstanding orders fpr each vendor. . This, 
latter version is printed' after the program 
QB09 — Encumbrance Liquidation — updates the 
Open Order file. 



Whenever 'Orders are. run - normally weekly. , 
Purchase Order Number, Vendor 
Business Office 
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OPEN ORDER LISTING - VENDOR SEQUENCE 



PURPOSE: 



To provide purchasing personnel with ready 
reference to "data concerning unfilled orders.' 



FREQUENCY: 

SEQUENCE: 

DISTRIBUTION: 



Whenever invoices are paid. Normally, weekly, 



Purchase order numbe.r within vendor, 



Business Office. 
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TRANSDUCTION LISTING 



To provide a complete history and/ audit 
trail of all activity entered into the 
accounting system — a^^tomated as well as 
manual. 

The Transaction Listing— ^not to be confused 
with the Transaction Register-~is printed by 
the program QB06, Create Transaction and 
Invoice Filfes. The listing is printed by ASN 
^ithin transaction batch. 

The column SOURCE shows a brief alphabetic 
description of the transaction source. ^ DOC - 
DATE is the date from the source document.* 
Account breakdown — BD — is suffixed to 
ORDER - NO. If the transaction cards are 
invoices, the invoice number may appear to 
the left of the column INVOICE-NBR (PAYMENT^DESC. ) 
This would be done on the Unpaid Invoice Listing, 
which uses the same report format. Quantities 
may appear on the same list as transaction 
amounts but not in the, same individual trans- 
actions. PAY - REFN is usually used for warrant 
or check numbers. MP stands for Prior Month ^ 
Adjustment* Number used for adjusting history 
totals. MP shows the number of months prior 
to the current month. 



As implemented in District 88, this listing is 
run at two different points in the system — 
weekly when invoices ^are paid; and' monthly, > 
when general accounting activity is posted 
and reports, produced. 

As entered into the system, within batch. 



Accounting 
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EXHIBIT VII D-I 
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PAYIdENT REGISTER 



PURPOSE: To permit an audit of payments to be made 

prior to check writing.* The. Payment 
Register is firs't run in' rough copy so that 
^ errors, unpaid invoice records may be 
corrected before checks are written. On 
this rui^, the relative record numbers of 
invoice records are printed in place of 
check numbers, which' are printed on the 
final Payment Jlegister copy•^ 

Totals are shown by vendor, batch -and over- 
all control. . ' ' « 



FREQUENCY: ^ ^Whenever invoices are paid. Normally, weekly. 

-SEQUENCE: Vendor within fund. 



DISTRIBUTION: Business Office 
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UNPAID INVOICE LISTING 



PURPOSE! 



FREQUENCY: 
SEQUENCE : 
DISTRIBUTION j 



To provide accounting with ready reference 
to the descriptions of any unpaid 
invoices, and to serve as an audit trail. 

Whenever invoices are paid. Normally,, weekly. 
Purchase order number. 
Business Office 
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REMITTANCE STATEMENT AND CHECK 



PURPOSE: 



To clear the outstanding obligation and to 
inform the -recipient of the items being 
paid for. ' ' ^ 



FREQUENCY: 



Normally, weekly. 



SEQUENCE: 



Check number. 



DISTRIBUTION: 



Vendor, Accounting (2) 



264 



Z73 



t 



• ACCOWATC •US»N«»«k CONTHOt* OV r*OWTM<C«N ILLINOI* 



^ EXHIBIT VII D-L^^ 



. o 



• 



1^ 

a> 
o 



oo 

00 



O S 



C/) 

O 



7i > 

? ^ 

I o 

0 o 

CO uj 

1 8 
> ^ 

z t 

i - 

S > 

o 
o 



o 

' z 

U. 



l: 

y 



UJ ^ 

< 

o ^ • 



ruui 



z 
u 



*0 



< 



o 
o 



4* 

# 
* 



5 



.J -J -J 
<4 r o 



z 
< 

2- 
^ *■■* 



X 



ERiC; 



5^4 



265 



PAYMENXREGISTER 




PURPOSE: ' To provide a permanent record of all payments 

^ made . to' vendors and others . 

After corrections are*. made to the Unpaid 
Invoice File, checks or warrants mav i)e 
. ^ printe<5 ind the final Payment Regis^ ^,r run. 

On this copy, check or warrant numbers are 
printed in the Pajnfnent Reference column 
instead of the relative record numbers. 
. ^ * Also, the full vendor- name and address . 

are listed: however, this option is used 
only on the preliminary register • 

FREQUENCY: -Normally , weekly . Whenever checks are 

written. 

SEQUENCE: Vendor within fund (i.e. check number). 

DISTRIBUTION: Accounting. 
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TREASURER'S REPORT/LIST OF BILLS 



PURPOSE : 



FREQUENCY: 

SEQUENCE: 

DISTRIBUTION: 



To provide a means of matching the EPIC data 
with the Treasurer's normal cash record and 
reconciling with the bank statements. This- 
data also is reported directly to the School 
Board . 



Whenever invoices are paid. Normally, weekly.;; 
Vendor within fund. 

Treasurer, Business Office, School Board. 
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ENCUMBRANCE LIQUIDATION REGISTER 



PURPOSE; 



FREQUENCY: 
SEQUENCE : 
.DISTRIBUTION : 



To provide accounting personnel with the detail 
necessary to, reconcile the encumbrance and 
expedite accounts. 



Whenever invoices are paid. Normally, weekly, 

Purchase order within vendor. 

Accounting. 
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TRANSACTION REGISTER 



PURPOSE: 



To- permit accounting personnel to validate 
th^ account master 'file updating activity, 
and to provide an audit trail. The - 
Transaction Register is printed ^by the program 
QBIO— ^Update Account Master File with Trans- 
actions—to reflect the old and new status of 
Account Master records including updatinq 
transactions. ■ 

The encumbrances shown are re-encumbered accounts 
derived from orders outstanding at the time 
of the report. Quantity, Working Budget, and 
Ledger Balance are updated from pertinent 
transactions in the Transaction file. Avail- 
able Balance is computed by algebraically 
adding ledger balances, encumbrances, and workina 
budgets. " ^, 



'FREQUENCY : 

SEQUENCE: 

DISTRIBUTION: 



Monthly. 



Account serial number (ASN) within location, 



Accounting, Principal's Office. 
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AUTOMATIC BUDGET ADJUSTMENT REPORT— TRIGHRRKn 



PURPOSE: 



To provide a record of automatic (triggered) 
budget transfers which have been made by 
program QB12. 



FRCOUENCY: 

SEQUENCE: 

DISTRIBUTION; 



Monthly. 



ASN of the receiving budget, 



Accounting.. 
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BUDGET ^'COMPARISONr-HISTORY AND PROJECTED YEARS 



PURPOSE:. 



To prbvi'de school administration with hist9ry 
and projection showing the trends of expendi- 
tures by account. 



FREQUENCY : 



This report and program {QB17) have iiot yet 
.been implemented by District 88. ,Hen'ce, no 
frequency has been established.. 



SEQUENCE: 



No sequence has been established— six are 
available. 



DISTRIBUTION: / 



No distribution has been established. 
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BUDGET REPORT - CURRENT YEAR 



PURPOSE: 

FREQUENCY: ' 
SEQUENCE (S) 



DISTRIBUTION: 



To provide administrators with informafeio;i 
concerning expenditures and ^encumbrances 
against budgeted accounts. 

Monthly. ' * - 

This report is produced in several different 
versions : 

(1) Full fietail by objeqt witfhin department 
by location (Sequence #1). 

(2) Full ^detail in standard sequence 
'{Sequence •'S") . 

(3) ' Summary data in standard sequence 

(Sequence '#2) . 

The different" sequences described above are 
distributed as follows: 

*{1) Department cliairmen and others wit:h 

direct budget' responsibility. Account- 
ing, School Principals. 

(2) Accounting.* 

(3) Board of. Education. 
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PAYROLL EDIT -LIST 
* — 5? ; ' — ' 7 - 



4 



PURPOSE: . -To pfqV^^de conjplete .record and 

audit trail of ali'\charqeS made- 

to the payjroll master file. 

* ' - ' * 

FREQUENCY: Semitmonthly . ^ 



SEQUENCE: Employeie Number. 

DISTRIBUTION: Business Office". 
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PAYgQL'L RATP ADJUSTMENTS 



■ ■V 



PUR?bSE: 



To provide a listing]^ of^^any special^ pay 
during a pay period not coverec^in a ' 
'contract 



FREQUENCY : 
'SEQUENCE : 



*j DISTRIBUTION: 



Sfefhi^monthly, 
Employee Number; 

V 

Business Office. 
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EXHIBIT VII D-AA 

, (CONT'D) 
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<^ PAYROLL REGISTER 



PURPOSE : 



FREQUSNCY: 



SEQUENCE : 



DISTRIBUTION: 



" To record details of all payroll 
amounts due used for edit of 
payroll prior actuaii ^yment run^ 
r and for audit trail. 

Semi-^monthly 

' # ^ " * 

"Employee Number. ^ 
Business OffxcGi 
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PURPOSE: > 



• 4 



-FREQUENCYl 
SEQUENCE:'. / 
blBTRIBUtlON: 



CHElCKS WRITTEN. ^ 



'To^providg a list of v.payro\l cb 
, actually prepared* ' 

Semi-montrhly • , / ' ^ ^ 

» • *♦ « » 

\^ Check Number; " . 

* • # 

eBusiness Office. * 

' ' <\ . 
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feXHIBIT VII-D AC 
PAGE i 
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"kyVe k jansen , 

1liKil£LL_jLjARMULA.._. . 
^AUSTIN S. J.OHiS.SuN' ' 

david. j jones- 

"gatherine jugle 
be'vekly jcajlen.. . . 

■ MARy kais'er ' 

DIANE A. KARMIS- . 

■ LOUISE 8Aj<BR KEMP 

' HOR TE NS.|_.C. Kl LXZl!. I . 

"^VarV-mng 

jURG'AK'ei KIRBy.-._. 
" WILLIA'm J Kt'OTZ 

MARL-i Cb KRONE « 
' KAI A. D KRUKpFF 
MAKY Ai>4N LARSJJ.N 
^jOREN LAWRE'nCE •„ • . 
BURTON E UNDER ^ 
DpLORES DEL RIO- LINK 
, ELEANOR M LYNCH 

THOMAS, .J MALECKY 
' ME-LBA MANN , „...' . 
"•ELLEN MARIE MARION 
'MARY K M/lfRCOTTE .... 
TH'OMA.S MATHLS 
E-ViLYN M MIERZWA 
DOROTHY MILLER 
JEFF MI LLER " . _ . 
VIRG'INA MILLER 
ESTHER MONTEL^ONE 
ANTHONY MORECl 
• BESSIE MQSET.ICH " . 
■■ MARK A MUlIiNER 
lLrZABETH.^JL.UE.HLER . 
cLUAfltTH aRGAN- 
KIMBERLY PfcAKE • 
■ NELVA- N PEiLER 
' VIRGINIA PETERSON , 
c^rol'l PIETRUSIAK 

ARTHUR_RELi JfLl . 
'^■gER'tRUD'E a. PIERCE 
8EATRICe L ^PLASS 
M^ICHAEL^ J 'POtfS. 
JOSEPH A^PRi^pHAR 
' .GLORIA PRItBE 
• RUS£_MARIE_^OSKEY 
""■ JOSEPH" 6 {^AOCLIFFE^ 
PEGGY .ROGERS 
■p'A TR I Ci'A. ROGERS^ 

■ CHARLOTTE | 'ROPKc 
'LAURA RO.MZHEIMER 
VMICHAEt W ROONEY ' 
ANN "RYLANOS 
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TA^JRbLL DISTRIBUTION 



PURPOSE: 



* To display the distribution of » " 

payroll' changes to various Accounts, 
. This data alsa is prepared in. punch- 
' card form for re-entry into the 
-EPIC, system. 



FREQUENCY: ^ 



Semi-monthly.. 



SEQUENCE: 



^ Employee Number, 



DISTRIBUTION: 



Business Office. 
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.CUMULATIVE PAYROLL 
REGISTER 



PURPOSE: / , 

FREQQBNi^Y : 
SEQUENCE':-^ 

4 

DISTRIBUTION: 



To display year-to-date ^earnings 
inforjnatipn'on each employee. 



^Semi-mon.thly . 

\ 

"Employee Number. 

t 

Business Office. 
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EPIC 

Account Master File 
Data Fields 



Exhibit Vll • E-1 



Header Record 

. . ^ Current year account levels 
Report sequences (5) • 
Levels encoded 

Account type classification record pointers , 
Institution name 
Off-set codes 
File pointers 
Fiscal year 

Current year record pointers 

Next year record pointers 

Data Record 

- ■_ • 

ASN ^ * _ - 

Current year account codes. M2) " r- 

Next year account codes '^(12) ^ '* 

Data last updatea 

Automatic budget adjustment flag (2) 
*Prior balances by month (35) 

Current month-to-date balance 

Prior balances by year (3) 

Current year-to-date balance 
♦Accumulated quantities (non-numeric data) (2) 

Outstanding encumbrances 

Current year budgets - original 

- adjusted 

- work 

- projected 
*Next year budget j 

Current year record pointfers 
*Next year record pointers 



* Not currently in use at District 88 
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EPIC Dictionary File 
Data Fields 



Header Record 



Data ias.t updated 
Account level file limits 
File pointers 



Data Records 



Key 

Description (may be 9, 17 04 34 
character in length) 



295 



Exhibit VII 



' 'EPIC Vendor Pile 
Data Fields 



Record 



Vendor number 

Vendor name and address (5 lines) 
y^ar-to-date amount 
Number of 'orders 
Last order data 
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* EPie Transaction and 
^ .'invoice Files 
Data Fields 



1 K 



Header -Record 



File* Poin|:ers ^ 

Batch total to date • 
Institute/Fund codes 
Institution name 
Fvind name 
Bank number 
Fiscal yedr.^ 



Exhibit VII ~ 



- Data Records ;* 
\ * ^ Transaction 

Caird code^s - 
, ' . . „ Location 

'asn 



\ Order number » ' 
Vendor number 

Miscellaneous Ref- 
erence {^lumber 
Description 
Amotint ^ 



^ Invoices 

Card codes - 

Institute 
Fund . - 



Or&er number 
Vendor riciilber 

Miscellaneous Ref- 
erence numJ^er 
Description 
Amount 



297 



306 



.Exhibit' VII - 



EPie Open Order File 
^ c Data Fields 



Data Rfecord 



\ 

Order number . ^ * 

03|der.^date ^ ^ 

"Vendor ' number 

Miscellaneous reference number 
Ofiiginal or.der amount" 
Last payment reference . 
Total' amount paid 'to^date • . ' 



ERIC 
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Special ASN 
Table for Payroll 



Exhibit VII E-6 



J 



Data Records 



Pay classification 

repeated as many times as needed 

Percent 
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Exhibit VII 



.Payroll Master Pile 
Key Da:ta Fields 



Record^ 



Employee. nyirntJer 
Prime rate / * 

Various standard deductioh .fields 

13 variable deductions 

Current regular hours * . ^ 

Current pvertirae hours . 

Current sick hours 

Current vacation hours- , 

Current gross total- 

Current FIT ^ . ' 

Current SIT 

Current Pension ^ 

Current FICA , , • 

Current IMRF (Retirement Fund) 

Current Net 

Six Contracts, ^each containing: 
*Pay code 

Regular or* overload 
' Account numbe^ . 
Gross pay per^ayrdll dycle 
Total amount of contract 
No. of checks to be prepared 



Record 



Contains all yeat-to-date records 



Record 



Employee number 

Name 

Address 

Phone 

Eligibility, dates 
Social security no. 
Location 
Department - 

Pay classification and range 
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Exhibit VII - E^8 



Paytoll .Master, File (con'd>) 



J, 



"T" Record.. (con'd, ) 



Pay date . . 

Discipline 

Title 

Tenure" . ' ^ 

Various personal data ^ - ^ 
*15 fields for distribution pay?;^ 
charged to contract #1, each 
containing: • , „ . 

ASN 

Percentage 



*- These fields were added to permit the payroll to. interface 
' 3i?hVlC.- They were placed in the "J|- rec^^^^^ 
there was not adequate space left m the r^co.rd. 
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, Exhibit VII • P - 



LIST OF PROGRAMS AND THEIR PUNCTIQNS ' 



Program 

Iden.tification , 
QBOl 



QB02 



QB03 



QB04 



QB05 



CB06 



180 



181 



Program a ?itle and Description of Functions Performed ^ Page 

Pile Initialization and Header Record Creation 178 

Initialize file space. t<3 all blanH record, . Create 
file header records, atid: establish end-of-space 
j)oini:e"r. Copy ^ny file to a new space on disc, of 
a different size.. " * . . - 

^ Dictionary Create 

Create Account Description Dictionary file* -Update 
Dictionary file with new entries and deletions/ 
Print Account Dictionary Code Book, 

' Account* Master File Create * - ^ 

Create the Account Master file. Update the Account 
Master file with additions and deletions. Reorganize 
to resequence the Account Master file/ 

Initialize Account Groupings * 2*g6 

Initialize Percent Distribution Grouping in Account 
Master file/* Initialize fo^ automatic budget ad- 
" "justments in Account Master file, -Update for new 
entries, changes, and deletions. Print per'cent ' 
distribution groupings report. Print automatic budget 
adjustments report. ; ' ♦ 

Vendor File Create 

Create V.endor file. Update Vendor file with ne.w 
'entries and deletions, Regap vendor codes tomake 
room for new. insertions. Reorganize to resequence the' 
Vendor file. Print the Vendor Code Book. 

Transaction File Create " ' 



189 



192 



Create and add new records to the Main Transaction 

file. Create and add new .-records to the Unpaid Invoice * 

file . 
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''Exhibit VII • P 
(Continued) 



QB07 



QB08 



'QB09 , 



QBIO 



QBll 



Update Main Transaction file with Port-A-Punch 
budget. 

•Update the Open Order file with a new^ order ^-entered 
•as Port-A-Punch encumbrances. Adjustment dards* 
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order File Create, 



Page 
N/A 



191 



Create the Outstanding Order file. Add, r'eplace 
and delete records in thg Outstanding Order file. 
Delete records are flagged only:, ind will not be 
. physically deleted' except when; the file is reorganized 
using Print the Outstanding^rder Pile Report 

an order number sequence. 

^ ' '■ . ■ 

^ Liquidate Encumbrances- ? 

' Liquidate encumbrances by posting payments and 
completic(ns of orders to the Outstanding Order file. 
Payments include checks/warrants produced- by the 
Accounts Payable Subsystem, as well as payments drawn 
through manually written checks/warrants. Punch 
completion cards for ordets on which payments are made, 
if the payments retire the unpaid balance of an order. 
Ail account breaks are summed for the entire order in 
considering a completion transaction. The predefined 
mi'nimbm order amount to be retained is also considered. . 
Update the Vendor file for number and value of orders 
made for each vendor, when an order is deleted as 
complete. Print the encumbrance liquidation register. 
Print the Outstanding Order File Report in Vendor 
Number sequence. Reorganize the Open Order file, 
physically deleting all records flagged for deletion by 
earlier steps. 

Update Account Master File . 

Update the. Account Master file with transactions." Print, 
the transaction register. / Punch a new Port-A-Punch 
Budget Master "Card file. 
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Initialize and Update Of'ficial Budgets 

originate a newly-aTaoptea budger in the Account Master 
file. The new budget/affects original, adjusted, and 
working budget field?. Adjust a previously originated ^ 
budget field only. , Analyze differences between the 
current adjusted and working budgets, to determine the 
amounts of adjust^nts required. An output deck of punched 
cards is produced. The deck may be used later after 
official approykls are ^obtained, to adjust the budget^ 
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Exhibit VJtl - F 

* (Continued) 

• . • , ■ ■ [-fsts. 

' Automatic Budget Ad justntents * ' y ' . I2O8 ' 

Print automatic budget adjustanents bn a "requested" 
u^^ "triggered" iaeis. . Produce transactions in the 
Main Transaction file, for subsequent updating of the ' "■ 
.working budget by program QBIO. Print the autoinatic 
budget adjustment report, . i 

Percent "Distribution - Current Year . * N/A 

•Perform percent distributions on cutfent yeaf data. 
Produce transactions in th^ Main Transaction file for 
subsequent updating of .budgets, ledger balances, and 
encumbrances in the Account Master file by-program QBIO. 

Write Payment Register ' ' ^ 194 

: J^^^® ^« payment, register to account for checks/warrants 
. to be produced later by' the Accounts. Payable Subsystem. 
The audit", mijds is, used prior to writing 'the checks/ 
warrants, and the "final" mode is used subsequently.' 
Update the Unpaid Invoice file with* changes resulting^ 
from a review of the "audit" mode register. , , 

Write. Warrants/Checks * " ' • .196 

A negotiable check form is produced, wi,th a remittance 
advice- stub -at tt^-top. The -user may 'adopt the check 
form as.it exists in the pro^rram product, or he may 
modifjr the^pfogram to suit anotlier format. Punch a 
check reconciliaftiQn card .for each warrant/check printed. 

Write Current year Budget Reports ' . 210 

Write Budget Reports for' the current year. . Sequence of 
the account master reco^rds may.be anyone of five pre- 
defined sequences of level rearrangements, ot in the. 
standard se(^ence where the levels are in their original 
order, , ■ ^ ' ■ . 

■ ' X' • 

Month^To-Month .Transition ' ' * . . 212 

Project the durreht year ending budget balance. Project 
the next three future year ledger balances. Print the • ' 
budget comparisons - prior, present and future years ' 
projections/ledger balances, May be printed in Standard, ' 
or any of the five optional predefined sequences as in 
QBI6 . 
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Exl^ibit VII - F 
(Continued) 



Page 

Create Line^^ltem Blidget File ^/A 

Create the Line Item Budget file. Update the Line - 
'^^tem Budge^ file wi-th adc?ibions and deletions • • Print 
the Line Item Budget file in*budget ajithorization 
number sequentre. ^ * ^ 

Trial Balance ^nd Year-To-bate Transition 21A 

Print a triai' balance of the Account flaster file, n , 

suppressing ^ahy further functions if out of balance. 
2^ro out ^he'-current .year orAginalf adjusted and . ^ . ^ 
working budgets. -When coding so indicates, replace 
current Vear amounts with the next year budget amounts , 
developld through the line item budget procedures. 
Shift the monthly his^tory fields oyer one -month,, moving 
the current month-t6-^3ate. field to the first prior month- 
^of history. ^ Then zero out the, -current wonth-to-date 
field. Shift the yearly history fields pver one year, * . 
moving the current. year-to-date field to the 'first prior 
year of 'history. Offset each expenditure and revenue^ 
ledger. balance' to the api>ropriate offset account in the 
fund balance area of |:he account cbde structure. Zero out 
all expenditure and revenue accounts in the le(?ger balance 
fields as they, are offset, ' Zero out 'the outst'anding en- 
cumbrance fields! Mpve the "r.o:<t year" account codes to 
the ''current ye^r"" fields,, doJLng the same for the sequence 
pointers. Perforin the "dext year percent distribution^, 
* operations , prorating all history* d^ata among group ^members 
which will continue in existence in the^ next year. Print . 
the Percent^ Distribution Report. Vxl accounts which havp . 
a zero percent .for the new year will be tagged for 
deletion. All "next year" per^cent distributidn. group data 
will be eliminated from the record. . , \ r 

Print count Cpcfe Book ^ , * " 

^ Print the Account Coder Book, •it'liis. book contains Jan* entry 
for each account in* the Account Master file.; It may^e - 
produced in any of the six sequences found in the^feudget^ 
Report program, QBIG, or 'in a sevonth sequence which is 
^y account I.D. sequen'crf number. ?rom 1 to 99 copies' may 
be prcduced in a single run of the program. Either the 
"current year" or the '^ext year"^ codes may be used. 




3 as 



Exhibit VII - F 
(Continued) 



' ' • > * • r Page 

^ - > ^ 1^ . . — 

Line Item Budget, In .Account Code* Sequence N/A 

Produce a Line Item Budget Report in account code 
sequence. Accbu'nt codes may be sequenced'^in any ■ 
of the six sequences found in the Budget .Report 
program, QB16. EacK accbun code is, followed by a 
listing of all the line item budgets -in the file for 
that acqount. ' 

_ Detailed His^ry Report ' . 210 

Print the prigr months and. prior years hjLstory data as 
found in the Account Master file. Included are: 35 
prior months of Mstpty data^.€he current month-to-date", 
the three prior yfears pf history data, current 'year-to- 
-date, and the projected curreAt year ending balance. 
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CHAPTER VIII' 
DATA SYSTEMS INTERFACE 
The purpose of thi?' chapter is- to briefly describe 
the interrelationships which exists between th^ revised account- 
ing system and other Dist^rict data systems. As discussed.else- 
where in this doc:uinentation, we ^ave automated the majority of 
^our administrative systems, with the exceptibiTof the property, 
control system, and these systems are processed on the -COD 
computer system. • .' • . ^ 

PAYROLL/PERSONNEL ' ^ ' ' 

■ ' Included in. Chapter V-II is the interface which has been 
developed between the budgetary accounting', and payroll processes. 
Essentially, tl?is is the payroll and employee benefit distribution. 

STUDENT 

ACCOUNTING ' . ■ ■ , 

- bur student data system has been developed to accomodate- ^ 

the counseling,, scheduling, grade reporting requirements of our _ 
District. Additionally, we have established an interface between 
this data system and the budgetary accounting system, specifically 
the vendor sub-system, • to handle ,check writing requirements for 
refunds; special payments, etc. ^ 

. PROPERTY ' , • ' 

ACCOUNTING ^ 

As we discussed in Chapter II, our 'property control system 
.is not maintained in the' District. We have contracted with an 
outside service buireau to do the following": 

. ' 1. Establish the base property inventory at each 
,, ." sepejtrate location. ' _ 



PROPERTY 

ACCOUNTI NG . 


. As we discussfed- in ..Chapter II ^ our property control system 
is n<^t maintained in the District. We have contracted with an 



outside service bureau to do the follovfing: 



!• EstabljLsh the base property inventory at each 
separate location. 

?• Provide annual inventory data sheets for physical 
inventoring. 



3. Update the inventory with changes. 

Establish netf evaluation for District. 
The District then incorporates the new inyentory valua- 
tioh xnto the year end formal s'tateinents . 

We have no present plans to develop a property system 
within the District. However, at such time that we move into' 
the analysis of space utilization, unit cost studies, etc., we 
will develop an in-house capability to support these types' of 
analyses . 
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• CHAPTER IX 

. - ■ / ' 

IMPLEMENTATION PROBLEMS AND COSTS 

As outlined in other chapters of this manual,, we have 
viewed this project as another in a series of District 88 efforts : 
to improve our ability to manage. -Needless to say, in any project 
of this magnitude, problems will be encountered. ' 

We feel that we have dealt with eaqh in an 'effective 
-manper. "^Because of ample efforts in ^early planning, we were- able ; 
to anticipate many' of the problems and therefore facilitate logi^cai 

solutions. ' ■ . • . , '■■ 

We conducted weekly progress meetings with the College ; 
of Du Page (COD) -which were very effective in reconciling most \ 
problems which. developed. ' Robert Davis Associates (RDA) partiopated 
in" several of these meetings and we feel that their presence helped 
COD to maintain schedule commitments, and other computer relate<^' 
problems from becoming major obstacles. 

We did miss our original implementation date in that 
the complete system, was not operational on July 1, 1973. But the 
system was suf f icient^^^tinpleme^ t6 allow normal accounts 
payable and payroll processing to be handled during July. The| 
reporting and closing sub-systems were not completed until early 
September. While this was perhaps disheartening, it was not ! 
critical . 
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P.ROBLEMS 

. ENCOUNTERED • ^ • / 

i 

Perhaps the greatest problem we encountered centered 

around oiir desire to gain the most impact 5rom tfie revision of 

our accounting system. In our particular case there were three 

major areas, all inter-connected, which together made this project 

much more difficult. T^ey included: * ' , 

1% Changes i^i policy procedure and practices 
which were i-ntroduced. 

*" 

2. Conversion of all business systems from^ ^ 
• accounting machine level (i.e., IBM 402) to ^ ' 

totally computerxzed (IBM 370-135).^ 

3. Conversion of a basic fund, function, objeet r 
oriented accounting system to a program / ' . 
oriented system. , ' 

In the following -we will highligh^t certain- of these, ' 
problems as well as some additional oqes . 

(a) Computer i ' ^ ^ ' ^ 

Services * ' ' 

— ^ 7 . . . > ' 

, Our decision, to use the COD facility was based upon a 
sound judgment; that is; District 88'' was* not 'staffed or equipped 
to -establish its owii capability. We feel there is a fundamental 
problem with any service bureau arrangement^ especially ' if the 
user has no say in the priorities that exist in the computer center. 
Certainly, during this project we did encomter significant problems 
in getting our systems programmed and tested. 

Without an in-hpuse computer capability, a very close 
working relationship'with any service bureau becomes .critical. 

(b) Conversion . > 

District 88 has operated i^ a unit, record environment 
historically, except for payroll processing. ^Naturally, the con- 
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DISTRICT 88 
HANDBOOK II IMPLEMENTATION 

PROJECT COSTS 



Original 

Budget 

Estimate 



Actual 

Project 

Costs 



Salaries 

District . 88 
College of DuPage 



$36,200.00 
17,500.00 



$33,900.^0 
17,870^0 



Data Processing Support 



7,500.00 



11, 400.. 00 • 



Supplies & . Expense 
Report Preparation 



1,050.00 
2,000.00 



i,"950.00 
2,500.00 



Travel 



200.00 



315.00 



$65,450.00 



$67,935.00 



District 8fi 
College of Dupage 



MAN MONTHS EXPENDED . 



TOTAL 



22.1 

13.8 • 

35.9 . 
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Version to completely computerized "systems was traumatic. We did 

have difficulties in source data conversion and data scheduling 

as well as the removal of hard-copy ledge*rs from the business office 

(c) EPIC 

Software 



* ^ In the main the EPIC software was a very good. prograimning ' 
package. However, it does not include ^an interface between the 
payroll and general ledger sub-systems. In Chapters IV and VII 
we have outlined tHe mechanisms we had to desi,gn to handle this' 
problem. ' ^ ^ 

. , . , 

(d) Handbook II 

* _ >t ^ 

In the main, Handbook II and the Illinois Financial 

Manual (HB-Jfl)^are quite similar. Our problems with the expendi- 

> 

ture code structures involved such things as: 

1. Source of funds interpretation and usage. 

J 2. Treatment of such things as internal services, ' • 

audiovisual, data processing, and library as , 
support, service functions and noj: object ex- 
penditures in the instruction function • 

While these problems were not. insurmountable, they did 

require additional changes in operating policy in the Districts 

iMPLEMENTATION 

COSTS • • • , 

On the facing page we have included the actual costs of 
implementation. (The figures have been rounded.) *^ 

We think two observations- are in order: * 

1 . These costs relate to the total implementation 
of Handbook II in a computerized environment 
utilizing a service bureau. 
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2. The original estimate was exceeded by approxi- • 
mately $2500.00 ^ . ^ 

Additionally, we have included the estimated man-months 

of effort which was required dutihg thisj project . 

* « . *" 

While these costy may seem to be' substantial; the readers 

• ■ \ ' 

muJ5t realize that they represXnt the implementation of a large-cscale 
sophisticated system, th€^ costs pf which cah^ be amortized over 
several years. 



